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FOREWORD 

The Bureau of Municipal Research during the past year 
has made several detailed studies of departmental methods and 
accounting procedure, looking toward a complete reorganiza- 
tion of the accounting methods of the city of New York. This 
work has, in each instance, involved so much laborious detail 
that it has not been practical to report upon each of the studies 
separately. Such widespread interest has been expressed in 
this phase of the work of the Bureau, however, that it has 
seemed wise to publish the following report, which embodies 
the details of an analysis of the organization, procedure and ac- 
counting records of the department of parks tor the boroughs 
of Manhattan and Richmond. 

It is hoped that the information contained in this report 
will be of service to other communities, many of which have 
already made inquiries as to the method of performing similar 
work with respect to their own governmental departments. 
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INTRODUCTION 

The investigation upon which this report is based was 
undertaken in November, 1907, at the request of the then 
commissioner of parks for Manhattan and Richmond, Hon. 
Samuel Parsons, Jr. A considerable portion of the inquiry Commissioner 
was completed, although no formal report was made, prior ^^^^^^^^ 
to Commissioner Parsons' retirement. Several conferences on inQ^iry 
the progress of the work were held, both with Commissioner 
Parsons and with his successor. Commissioner Smith, appointed 
November 25, 1907. 

Commissioner Parsons in an endeavor to devise means for 
obtaining specific and accurate information on the cost of 
maintaining the several parks under his jurisdiction and con- 
ducting the various branches of the work of the department, 
requested the superintendent of supplies and repairs to report 
to him the best means for securing such information. Soon 
after taking office, Commissioner Smith ordered forms to be 
printed on the basis of the report of the superintendent of 
supplies and repairs, and on January 1st, 1908, they were in- 
stalled. As a means of furthering their successful use, in- 
structions were sent to the section foremen, ordering them to 
explain all expenditures of labor or of supplies in such detail 
and so plainly that the commissioner might know the cost of 
every kind of work in every park in his charge. The section 
foremen were provided with new forms on which to render to commissioner 

Smith 

the superintendent of supplies and repairs reports of labor Begins Expense 

Accounts 

and periodic inventories. They were also required to report 
weekly supplies received and used, with a statement of the 
purposes for which they had used or intended to use them. 
The foremen of repair gangs were likewise required to report 
weekly to the superintendent of supplies and repairs the work 
performed by them and the labor and material used. Upon 
the receipt of this information a clerk was required to make an 
analysis of expenses on a printed form and enter the results 
in a ledger. On June 15, 1908, the records had been written 
up only to March 31, 1908, and only three monthly reports 
had been submitted to the commissioner. As the records were 
started about Feb. 15, 1908, as of Jan. 1, 1908, and had four 
months later reached March 31, 1908, it is evident that this 
work is falling farther behind from day to day. 
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Shortly after taking office, the present commissioner or- 
dered that all communications, permits and concessions should 
be signed by himself; that all communications from the com- 
missioner's office to employees of the department in the nature 
of notifications of employment or discharge be signed by him 
personally; that his secretary compile a historical and com- 
plete accounting statement of all concessions and leases in 
force; that the bank accounts for money received on account 
of park income and as deposits to guarantee the repair of 
street openings be transferred from the name of the assistant 
secretary to that of the commissioner of parks, Manhattan and 
Richmond; that all moneys collected in the office of commis- 
sioner be turned over to the bookkeeper and deposited by him 
to the credit of an account also in the name of the commis- 
sioner; that records of cash received or paid out should be kept 
by the bookkeeper solely; and that the drafting and care of 
contracts for Manhattan and Richmond be transferred from 
the assistant secretary to the purchasing agent. 

In November, 1907, a conference was held which was at- 
tended by Commissioner Parsons, together with his book- 
keeper and his superintendent of supplies and repairs, repre- 
sentatives of the department of finance and representa- 
tives of the Bureau of Municipal Research. At that time 
was explained to the officials of the department the sys- 
tem of expenditure accounts which had been adopted 
by the comptroller for installation in the departments of 
health, street cleaning, water supply,. gas and electricity, and 
Bellevue and allied hospitals. No formal action was taken, 
however, looking toward the introduction of this system in the 
department of parks. In December, 1907, at a conference be- 
tween Commissioner Smith, representatives of the department 
of finance, representatives of the commissioners of accounts 
and representatives of the Bureau of Municipal Research, 
Commissioner Smith stated that he appreciated the need for 
a change in the departmental accounting methods, and re- 
conferences ferred to the drafts of forms which had been prepared by the 

on Park . jt jt *f 

Administration superintendent of supplies and repairs and the bookkeeper. 
It was pointed out to the commissioner that the accounting 
forms thus recently prepared were incomplete; that the ex- 
pense accounts which were to be set up through these forms 
were not under central accounting control as to accuracy, and 
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that the method employed was a statistical rather than an ac- 
counting method. Commissioner Smith stated that his depart- 
ment would be ready at any time for any changes that would 
make his administration more effective, and it was agreed that, 
since the department of finance was unable at that time to 
detail any one to the installation, the forms presented by the 
department of finance should be given a test by the 3ureau of 
Municipal Eesearch to prove that they could be adapted to the 
needs of the department of parks. Owing to the fact that the 
comptroller has made exceedingly heavy drafts on this bureau 
for assistance in making installations in other departments it 
has not been possible to make this test. 

At a third conference between the commissioner, repre- 
sentatives of the department of finance, the commissioners of 
accounts and the Bureau of Municipal Research on February 
1, 1908, the commissioner expressed his approval of the pro- 
posal that the forms of storehouse and purchase requisitions 
and open market orders which were then being introduced in 
the departments of health, street cleaning, water supply, gas 
and electricity and Bellevue and allied hospitals be installed 
in his department. Early in the year, the commissioner in- 
stalled an improved form of cash book for receipts and de- 
posits. 

In the following report the description of the accounting 
methods and procedure has reference to the condition exist- 
ing in November, 1907. As has been noted, subsequent to that 
time a number of changes have taken place. These changes, 
some of them still in the process of installation, have not, how- p^j.p^jae of 
ever, corrected many of the fundamental defects of method |*®J|*^®^ 
and organization to which this report calls attention. A de- 
scription of practices as found is herewith presented in order 
that a complete picture of the administration as it existed may 
be provided as a basis for the consideration of the constructive 
suggestions embodied in the report. 



Section I 

PROPER PARE ADMINISTRATION DEPENDENT UPON 
KNOWLEDGE OF FACTS 

This report comprises a statement and criticism of the 
present organization, administrative and accounting methods 
of the department of parks for the boroughs of Manhattan and 
Richmond, and constructive suggestions designed to secure a 
greater efliciency of park administration. 

In Manhattan alone, fourteen hundred and thirty-five 
acres are set aside as parks — dedicated to ornamental pur- 
poses and to the beneficial uses of the people of the city — rep- 
resenting ten per cent of the total area of the borough. In 
1906 the expenditures for the maintenance of the parks of 
Manhattan and Richmond exceeded $900,000 or upwards of 
$760 per acre. In addition, $1,057,133.64 was expended from 
Area and ^^e proceeds of city stock, partly for maintenance and partly 
Involved for improvements. It is impossible to tell from the records 

of the department, or from any other records, the exact cost 
of maintaimng the park system in any year. Furthermore, 
it is impossible to learn even the approximate cost of main- 
taining the individual parks. Indeed, even the exact area of 
the park property is only now in process of determination. 
The figures presented in this report are based upon a compila- 
tion now being made by the bureau of municipal investigation 
and statistics of the department of finance, supplemented by 
data secured by the Bureau of Municipal Research (Exhibit 
A I). • 

There has been no lack of effort in the past for the exten- 
sion of the city's park system. Up to the present acquisition 
has outstripped development. Two hundred and forty acres in 
Manhattan acquired for park purposes at various times in the 
last twenty-five years still await improvement. More than one 
Admfnfstrative hundred acres have been held unimproved for a decade or 
Problems iQ^gcr. In the endeavor of the park department to keep pace 

with acquisition and to produce visible results attention has 
been devoted almost exclusively to the improvement of park 
property and little thought has been given to the problem of 
providing businesslike methods of administration. 
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Growing emphasis on the utilitarian aspect of park uses 
and the increasing need for rest and playground spaces in the 
congested districts of the city make peculiariy appropriate the 
adoption of methods which will insure economical use, of funds 
available for park purposes and show clearly the annual cost 
of maintaining the different divisions of the park system. If, 
for example, it is desirable that there should be an extension 
of playgrounds, it is a matter of importance to know the cost 
of conducting the present playgrounds, and whether they are 
put to their maximum and most profitable use. Information 
on these points has in the past been impossible to obtain. It 
cannot be learned, for instance, even by elaborate analysis, 
whether the amount spent for playground apparatus, games 
and supplies in 1906 was $2,000 or $4,000, or whether $8,000 
or $10,000 was spent in the same year for annual plants. 

In this connection credit should be given to the present 
administration for its attempt, since the first of this year 
(1908), to record the cost of maintaining the several parks. 
Such records are expected to yield valuable information as to 
the comparative costs of the different elements of the present 
park system. 

How much money shall be voted for parks and for what 
specific purposes is a question which the fiscal authorities are 
annually required to answer. Hitherto the answer has been 
based on expediency and has in no way reflected the expe- 
rience of the year before. In consequence, it has for years been 
a practice in the department to supply the deficiencies in ap- 
propriations for maintenance from corporate stock accounts. 
This practice of the department, however, was not reflected in 
its records. Estimates of expenditure were, therefore, not Budget 
based on actual cost, but upon expected capacity to spend. To oniyauMsea 
no inquiring citizen could an answer be given to the questions 
— ^how much did we sptod on children's playgrounds last year, 
how much on annual plants, how much on the Speedway. In- 
telligent advocacy of a specific allowance for playground pur- 
poses has not been possible because even approximately ac- 
curate information could not be obtained except through ex- 
haustive examination of vouchers and payrolls. 



To the commiBsioner in charge of the department intelli- 
gent administration has not been possible on account of the 
fact that he has been provided neither with information on the 
cost of conducting the several branches of his work nor with 

Commissioners data showing the exact results accomplished. In consequence, 
Without ,. . . . XI. • 1 ^ -Li. • 

Information succeeding commissioners in their annual reports on their 

stewardship have presented largely meaningless information. 
An illustration of this is the report for Manhattan and The 
Bronx for the year 1906. This report is attractive in appear- 
ance and represents the best type of report hitherto pub- 
lished by the department. It contains the following informa- 
tion on the year's work: 

1 An itemized statement of repair jobs executed during this year fit 
Content wid^^' ^^® several parks. Although the number of cubic yards of earth 
Criticism excavated, masonry laid, or linear feet of drainage pipe put In 

place is carefully recorded, no facts are given either on the cost 
of the material, the labor, the purpose of its performance, or 
the result accomplished by the work. 10 pp. 

2 An itemized statement of the surveys, specifications and computa- 

tions prepared by the engineering force, etc., but no information 
concerning the cost or the results accomplished. 2^ pp. 

3 Description of the work of the entomologists. No information on 

cost or quantity of work performed. 2 pp. 

4 A statement of the routine work of the meteorological bureau. No 

information concerning the cost of its operation or any reason 
for its continuance in duplication of the work of the federal 
bureau. 1 p. 

5 A list of the specimens contained In the menagerie. No infor- 

mation on the use of the menagerie or the cost of its mainten- 
ance. 3% pp. 

6 General statement of improvement and construction work per- 

formed by department gangs. No information on cost, and only 
partial information on the location or quantity of work. % p. 

7 Statement of plantings. No information on cost, nor on perman- 

ence of plants or outcome of the plantings. % p. 

8 Several general statements concerning the conservatory. No in- 

formation whereby its service might be gauged. % p. 

9 Several general statements concerning the work of the car- 

penter force. No information of time consumed, cost or extent 
of work performed. % p. 

10 Descriptive matter relating to playgrounds; a statement of the 

playgrounds in operation and number of attendants; a copy of 
the rules governing the use of playgrounds. No Information on 
cost of improvements, maintenance, operation, or any facts re- 
specting the use of the playgrounds. No facts to guide either 
citizen, commissioner or fiscal authorities. No basis for com- 
parison with next year's work and expenditure. 3%pp. 

11 Description of the work of the children's school farm. Con- 

siderable detailed information, but no facts as to cost. No sug- 
gestions as to development or extension. More conscientious 
endeavor to present information concerning this experiment, 
conducted by a special agent of the department, than in the 
case of all other department activities combined. 6 pp. 

12 Statement of location and number of band concerts. No facts 

on attendance or cost % p. 
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13 Statement of permits issued for use of tennis and croquet grounds. 

1-6 p. 

14 Several general statements on the maintenance of park lakes. 

% p. 

15 Statement of routine work of maintenance of Harlem River Drive- 

way. No facts on cost of maintenance for current guidance 
or future comparison. 1-5 p. 

16 Statement of expenditure from appropriation accounts. No show- 

ing except under general headings of the purpose of expendi- 
ture. A single item of |391,200 for "labor maintenance" un- 
itemized. No statement of total expenditures. 4-5 p. 

17 Lump statement of cash receipts. No statement of source or 

how much due, how much outstanding, or amount heid as 
security. 2 iines. 

18 Statement of expenditures from corporate stock accounts. These 

accounts usually have titles of such general character as to 
afford no indication of the purposes of the expenditures. 2 pp. 

19 Statement of contracts executed during the year, showing: (a) 

name of contractor; (b) description of contract; (c) contract 
amount; (d) name of surety. No information of work per- 
formed or payments made under these contracts. Supply con- 
tracts do not show the intended use of the supplies. No in- 
formation of unit prices or estimated quantities. 8^ pp. 

20 List of improved parks, giving name, location, and area. 2 pp. 

21 List of. unimproved parks, giving name, location and area. % p. 

22 List of unnamed improved parks, giving location and area. % p. 

23 List of unnamed unimproved parks, giving location and area. ^ p. 

24 List of parkways, streets and avenues under the jurisdiction of 

the department, giving name, length and width. 1 p. 

No statement is made in the report, however, to indicate that 
there is any question as to the accuracy of the information 
presented. 

The report, outlined above, covers eighty-six printed pages. 
Optimistic throughout, it suggests nothing with respect to an 
extension of park activity, nor hints at the possibility of im- 
provement in park management. Perhaps the most significant 
fact exhibited in the report relates to the increasing apprecia- 
tion by the department of the popular aspects of park uses. 
Of eighteen photographs presented, six are obviously intended 
to illustrate active use of the parks and playgrounds for edu- 
cational and play purposes. Th^ee are partly illustrative of 
activity and partly designed to display the ornamental as- 
pects of the parks; eight present ** attractive scenes," and 
one is an animal picture. The department report of 1898 
likewise contained eighteen photographs. Seventeen repre- 
sented ''attractive scenes," and oAly one activity. This one 
showed a party on horseback. "With this possible exception 
no thought of the utilitarian purpose of park spaces is appar- 
ent in the earlier report. The obvious idea of the purpose of 
municipal public grounds held by the administrators of the 
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department at that time was that they were intended to be 
looked upon or galloped through. The tendency toward popu- 
lar, recreational, uses of public grounds will soon develop tests 
whereby park administration may be measured and the bene- 
fits derived from the annual cost of park operation will be re- 
flected in a reduced death rate of infants, a better physical con- 
dition of children and a falling off among the recruits to vice 
and crime. 

Problems of very serious importance are the proper use 
of present park space in the alleviation of the evils of crowded 
living and the careful planning of park extension and develop- 
ment with reference to the prevention of ^ congestion dangers. 
Neither problem can be solved wisely and economically unless 
the current experience in the administration of existing parks 
and playgrounds is intelligently and carefully recorded for 
the guidance of officials and public alike. The adoption and 
proper execution of improved business methods in the admin- 
istration of the department of parks will provide information 
on which both official and popular judgment may be based 
with respect to park development. It would be idle indeed 
to provide new parks and playgrounds without convincing 
assurance that past investments in public grounds are produc- 
ing maximum dividends. 
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Section II 

THE PRESENT ORGANIZATION OF THE DEPARTMENT 

OF PARKS— BOROUGHS OF MANHATTAN AND 

RICHMOND— AND CRITICISM RELATING 

THERETO 

The organization of the department of parks for Greater 
New York (Chart I, Exhibit A II) is peculiar, in that while 
the legislative power and the chief contracting power are in 
the hands of a board composed of three commissioners ap- 
pointed by the mayor, the actual administration is divided 
among the three commissioners, each having independent ad- 
ministrative jurisdiction over his division. The principal of- 
fice of the park board is in the borough of Manhattan; the 
office of the commissioner for Manhattan and Richmond is in 
Manhattan ; the office for Brooklyn and Queens is in Brooklyn ; 
and the office for the Bronx is in that borough. 

Charter Powers of the Park Board 

The charter provides (section 610) that "The park board 
shall have power to establish and enforce general rules and 
regulations for the administration of the department, and, sub- 
ject to the ordinances of the board of aldermen, to establish 
and enforce rules and regulations for the government and pro- 
tection of the public parks and of all property in charge of said 
board and under its control, which rules and regulations so 
far as possible shall be uniform in all boroughs '^ and further 
that *'no such rule or regulation adopted by the park board 
. . . shall become valid and effective until a copy of such 
rule or regulation, duly certified to be a correct copy by the 
secretary of the park board, be filed with the city clerk.'' But 
upon so filing such rule or regulation it becomes "a general 
ordinance of the city of New York", a violation of which is a 
misdemeanor. 

By section 614, the board is empowered to appoint a sec- 
retary; by section 612 required to execute all contracts made 
at public letting; by section 618 to ** advertise in the City Rec- 
ord and corporation newspapers for not less than ten days for 
the proposals for such articles and supplies as may be necessary 
to be used in the parks, squares and public places of the city 
and shall award contracts of the same to the lowest bidder, 
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. . . excepting such perishable articles as may be ex- 
cepted by the rules and regulations of the board.'' This sec- 
tion further excepts ** emergency" purchases and provides that 
**each commissioner may purchase articles required immediate- 
ly without calling for competition, at an expense not exceeding 
$1,000 during any one month". 

Charter Provisions for Administration 

It is prescribed by charter that *'it shall be the duty of 
each commissioner, subject to such general rules and regula- 
tions as may be established by the board and in conformity 
therewith", each within his own administrative jurisdiction: 

1 To execute all measures for 1:he improvement of all parks, 

squares and public places for ornamental purposes and for the 
beneficial uses of the people of the city; 

2 To maintain the beauty and utility thereof; 

3 To plant trees; 

4 Subject to the approval of the municipal art commission, " to con- 

struct, erect and establish seats, drinking fountains, statues and 
works of art, when he may deem it tasteful or appropriate so 
to do on any part of the public streets or avenues within such 
environs "; 

5 To authorize and regulate the projections on park streets, and to 

determine the line or curve and the surface construction of all 
streets and avenues lying within any park, square or public 
place, or within 350 feet from the outer boundaries of his juris- 
diction (section 610); 

6 To permit buildings for fire apparatus to be placed in any park, 

square or public place (section 615) ; 

7 To have immediate charge of the control and disposition of the 

members of the police force assigned for duty in the parks, 
squares and public places (section 614) ; 
Further than this, each commissioner is assigned special 

duties within his particular jurisdiction; as, for example, it is 
made the duty of the commissioner of the boroughs of Man- 
hattan and Eichmond: 

1 To maintain the meteorological and astronomical observatory, the 

museum of natural history, the metropolitan museum of 
art, the aquarium, and such other buildings as are 
now or may hereafter be erected in any park, square or public 
place under his jurisdiction by authority of the board of alder- 
men (section 613) ; 

2 To continue and complete every and all plan or plans, work or 

construction respecting the improvement of the Harlem River, 
so far as the same remains to be improved under the laws of 
1872 and subsequent acts relating thereto (section 620) ; 

3 To continue to contract with the metropolitan museum of art for 

the occupation by it of the buildings erected or to be erected 
in that portion of Central Park east of the old reservoir (section 
621); 

4 To continue the contract with the American museum of natural 

history for the occupation by it of the buildings erected or to 
be erected for its use, Manhattan Square (section 622) ; 
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5 To make and enter into a contract with the New York public 
library, Astor, Lenox and Tilden Foundations, for the use and 
occupation of land at the old reservoir site, so long as these 
may maintain a free library and reading room upon said land 
(section 623). 

Each commissioner is also given control over the issue of 
permits to military officers for holding parades, drills, reviews 
and other evolutions, exercises or encampments on parks and 
public places within his jurisdiction, as well as to public fairs 
or exhibitions (section 627). As part of his administrative 
duties, each commissioner is required: 

1 To keep correct and detailed accounts, in a form approved by 

the comptroller, of all moneys received and expended by him, 
the persons from whom received and the purposes of expendi- 
tures; and 

2 To make itemized statements of the estimated expense for the en- 

suing fiscal year. 

The amount of expense which any commissioner may in- 
cur is limited to the amount appropriated. It is also specifical- 
ly stated in the charter (section 617) that a commissioner shall 
not ''expend any money . . . for any purpose other than 
that for which it was appropriated". How well these provi- 
sions have been lived up to will be seen in the following pages. 

Present Organization of the Park Board 

As a matter of organization, the park board has, for ser- 
vice of all parks, a secretary, as provided by the charter; 
also an assistant secretary and a landscape architect. In view 
of the small volume and non-administrative character of the 
board's present work, there is no need for both a secretary 
and an assistant secretary. This conclusion is borne out by 
the fact that a very small portion of the time of the secretary 
seems either to be given to the business of the board or to be 
closely related to the government of the parks. Most of the 
secretarial work of the board is performed by the assistant 
secretary, who also gives a considerable portion of his time to 
administrative work, under the direction of the commissioner 
of parks in the boroughs of Manhattan and Eichmond. Not 
only could the services of an assistant secretary be dispensed 
with without serious loss, but the duties of the secretary might 
with advantage be increased, to include : 

1 The preparation of a code of laws and ordinances governing 

the parks; 

2 The tabulation of bids and the keeping of other proper records 

incident to the purchase of supplies and materials under sec- 
tions 612 and 618 of the charter; 
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3 The assembling of data necessary to inform the hoard as to 
the proper execution of its rules and regulations within the 
several boroughs under the jurisdiction of each commissioner. 

Present Organization for Administration of the Parks — ^Man- 
hattan and Richmond 

In order to understand the organization of this division 
of the park department reference must be made to Chart I, 
where the relations of the various branches and sub-divisions 
are portrayed graphically. In this discussion the organization 
will be considered in three divisions under the titles of **The 
Commissioner's OflBce," ** General Office Heads" and "Opera- 
tive Heads." 

The Commissioner's Office 

The park commissioner for the boroughs of Manhattan 
and Eichmond has in his office a private secretary, three sten- 
ographers, two clerks and a telephone operator. As before 
indicated, a large part of the time of the board's assistant sec- 
retary is also given to the administrative work of these two 
boroughs in connection with which he is made responsible for 
the following: 

1 Receiving all fees for the horoughs of Manhattan and Richmond 

and paying them monthly to the city chamberlain; 

2 Receiving all deposits for street openings, vault openings, etc., 

within the jurisdiction of the commissioner for the boroughs of 
Manhattan and Richmond; 

3 Keeping suitable records for the fees and deposits so received; 

General Office Heads 
The superintendent of supplies and repairs, with an office 
staff of clerks, an attendant, storekeeper and helper, performs 
the following services: 

1 Keeps lists of all ofllcials and employees, and records of appoint- 

ments, promotions, resignations, dismissals, deaths, assignments 
and absences; 

2 Prepares and certifies all payrolls; 

3 Certifies all requisitions for the purchase of supplies and services, 

with the exception of those from the museums of art and of 
natural history and the aquarium; 

4 Certifies all bills for supplies and services secured on purchase 

orders, with the exception of those for the museums and the 
aquarium; 

5 Receives, inspects and distributes all supplies furnished to the 

department; 

6 Has charge of department property, and makes semi-annual inven- 

tory thereof; 

7 Prepares expense analyses and keeps records of all payrolls and of 

supplies distributed. 
The meteorologist, with an assistant and a clerk, has 
charge of the meteorological and astronomical work at the 
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Arsenal in Central Park. His principal duty is that of making 
and recording weather observations for use in the courts and 
city departments. 

The chief engineer has direction over an office staflE and 
a field staff composed of a stenographer, assistant engineers, 
mechanical engineer, transitmen, levelers, rodmen, axmen, in- 
spectors of pipe-laying and of masonry. This office is responsi- 
ble for the laying out of sewers and drains, construction of 
parks and driveways, tabulation of all bids received at meet- 
ings of the park board, and the inspection of supplies and ma- 
terials pertaining to the work of the engineer's bureau. 

The architect approves applications for projections, and 
draws the plans for and supervises the construction of the less 
important buildings constructed by the department. 

The purchasing agent, unassisted, draws and records open 
market orders, with the exception of those drawn for mainte- 
nance supplies at the museums and the aquarium; purchases 
supplies on these orders ; and handles bills for petty cash. 

The bookkeeper, with the clerk, is in charge of the general 
books of account. 

Operative Heads 

Under the present organization there are two distinct 
operative heads, viz. : a superintendent of parks and a director 
of the menagerie. 

The superintendent of parks has a personal staff composed 
of two divisions, office and field, consisting of a clerk, stenog- 
rapher, foreman and laborers. The office staff looks after of- 
fice details, distributes and collects time books, etc. The field 
staff cares for important repairs to drives, etc. The super- 
intendent is responsible for the general working force and the 
following functional activities: entomological work, arbori- 
cultural and garden work, children's school farm, baths and 
comfort stations, playgrounds and gymnasiums, and repair 
work. He also has immediate supervision over parks, squares 
and public places north of 59th Street and south of Harlem 
River Driveway. 

The general working force is divided into three geographi- 
cal divisions: 

1 Parks south of 59th Street and in Richmond; 

2 Parks north of 59th Street and south of Harlem River Driveway; 

3 Harlem River Driveway and small park at 155th Street and 

Harlem River Driveway. 

15 



The work in the parks south of 59th Street and in Rich- 
mond is conducted by an assistant superintendent who has 
under him a general foreman, foremen in charge of the thirteen 
sections of this division, and the necessary laborers, drivers, 
horses and carts in each division; the foremen have charge of 
bath and comfort station attendants in their respective sec- 
tions and record the time of playgroimd and gymnasium at- 
tendants. The Staten Island section is looked after by an 
arboriculturist, whose force includes pruners, climbers and 
gardeners, in addition to laborers and cartmen. The general 
work in all sections consists of cleaning and removing snow 
and ice from walks, cleaning out drain basins and removing 
rubbish from lawns and walks, mowing lawns, trimming bor- 
ders, carting dirt and refuse to a city dump, laying sod, spread- 
ing manure, care of crowds at band concerts, and other similar 
duties. 

The work in the parks north of 59th Street and south of 
Harlem River Driveway, as before indicated, is under the im- 
mediate direction of the superintendent of parks, who is as- 
sisted by a general foreman, foremen in charge of the seven- 
teen sections of this division, and the necessary laborers, 
drivers, horses and carts. The character of the work is sim- 
ilar to that of the first division, except where lakes or build- 
ings in the sections require its modification. The foremen 
have the same supervision over bath and comfort station at- 
tendants and playground and gymnasium attendants as in the 
first division. The general foreman is also responsible: 

1 For the gang In charge of important repairs to drives, mentioned 

in connection with the superintendent's field staff; 

2 For the 97th Street yard, where park rubbish is burned, condemned 

property cared for and sold, manure stored and distributed, and 
most of the rolling stock kept; 

3 For the 86th Street stable, in which are kept practically all of the 

department horses, harness, forage, etc., and where harness and 
leather gymnasium apparatus are repaired. This stable is cared 
for by a stable foreman, drivers, stablemen, hostlers, and 
laborers. 

The work on Harlem River Driveway and in the small 
park at 155th Street and Harlem River Driveway is under the 
direction of an assistant superintendent vrith a general fore- 
man, laborers, drivers and teams necessary to care for the sec- 
tion comprised in this division. The general foreman is re- 
sponsible directly to the superintendent of parks for a small 
stable maintained by foremen, drivers, stablemen, hostlers and 
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laborers, in which are kept the harness, forage, rolling stock 
and few horses belonging to this division. 

The entomological work is conducted by an entomologist 
who has the assistance of a laboratory helper, a driver, prun- 
ers, climbers and laborers, and is responsible for the spraying 
of all trees throughout the city, and for the destruction or 
removal of injurious larvae. He maintains an entomological 
laboratory at the 79th Street yard. 

The arboricultural and garden work is carried on by a 
head arboriculturist, arboriculturists, gardeners, pruners, 
climbers, laborers, drivers, horses and carts. The work con- 
sists in attending to all complaints from citizens in reference 
to decayed or dead trees, and in trimming and pruning trees 
and shrubs. The arboricultural work in the first division is at- 
tended to by men assigned to Staten Island, as stated in con- 
nection with the general working force. 

The garden work in each division is cared for by a garden- 
er and assistants, responsible to the assistant superintendent of 
that division. 

Trees from 59th Street north to 125th Street and west of 
Fifth Avenue are looked after by an arboriculturist and assist- 
ants, responsible to the head arboriculturist. Trees north 
of 125th and Manhattan Streets, and west of Fifth Avenue, 
are cared for by an arboriculturist and assistant, responsible to 
the head arboriculturist. The arboricultural work in Central 
Park is in charge of the head arboriculturist, who also assists 
the purchasing agent in selecting trees to be purchased, and 
maintains the 66th Street and Riverside Park nurseries. The 
trees, shrubs and plants in Riverside, Morningside and Mt. 
Morris Parks are cared for by a gardener and assistants, re- 
sponsible to the head arboriculturist. 

The flower-beds and garden work in Central Park are 
looked after by a foreman and gardeners, responsible to the 
superintendent of parks, and the greenhouses and conservatory 
in Central Park by another foreman and gardeners, also re- 
sponsible to the superintendent of parks. 

The children's sckool farm is located at DeWitt Clinton 
Park. It is under the supervision of a director in charge, who 
is assisted by a stenographer and by attendants who instruct 
children how to plant and grow vegetables and how to cook 
and prepare them for the table. 
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The baths and comfort stations have no administrative su- 
pervision except that of the superintendent or assistant super- 
intendent of parks. A foreman and a cottage attendant are 
responsible for all inspection. The attendants at the three 
baths and at the thirty-three comfort stations are directly re- 
sponsible to the foreman in charge of the section in which the 
bath or comfort station is located. 

The playgrounds and gymnasiums are under the general 
supervision of the superintendent of parks. A statistician is 
responsible for the general inspection of gymnasiums and play- 
grounds, and collects and reports data to the superintendent of 
parks. The immediate supervision of the eleven gymnasiums 
and playgrounds is by attendants who instruct the chil- 
dren and take care of the apparatus. They are responsible to 
the assistant superintendent or general foreman in charge of 
the division in which they are located, except for time reports, 
for which the foreman of the section is responsible. 

The repair work of the department of parks in Manhattan 
and Richmond is divided into six classes. For each class there 
is a special repair force, each working under an independent 
foreman responsible to the superintendent of parks, and each 
performing all the work of the department in its respective 
line. The several shops are located as follows: 

1 The shops of the carpenters and wheelwrights, at 86th Street, 

under the care of a foreman carpenter assisted by rustic work- 
men and carpenters, wheelwrights and laborers; the detailed ac- 
counts of all supplies and materials received and of their distri- 
bution being kept by a clerk. 

2 The riggers, at 79th Street yard, under the direction of a foreman 

rigger, with a staff composed of riggers and laborers engaged in 
erecting and repairing wire fences, repairing lawn tennis rac- 
quets, and attending to all rigging work required in gymnasium 
and playground apparatus. The above foreman is also respons- 
ible for the stafC of metal workers and mechanics at 86th Street 
shops, composed of steamfitters, housesmiths, machinists, pipe- 
fitters, helpers, etc. All steam engineers and stokers throughout 
the department are under the direction of this foreman. The rig- 
gers* supplies are kept at 79th Street yard, and the machinists' 
supplies at the 86th Street shop, the latter being under the care 
of the foreman carpenter. 

3 The foreman plumber, at the 86th Street shop, with a working 

staff composed of plumbers, tinsmiths, laborers, helpers and ap- 
prentices. They have their own storerx)om. 

4 The paint shop, also in 86th Street, in charge of a foreman painter, 

assisted by a sign-writer and letterer, a grainer, a painter- 
striper, painter-letterer, carriage painter, painters and laborers. 
The foreman keeps detailed accounts of all supplies and 
materials received and of their distribution. 

5 The masons at the 79th Street yard, in charge of a foreman mason, 

assisted by bricklayers, masons and stonecutter, a paver and 
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laborers. They repair cement walks and stone curbs in all 
parks, roadways and transverse roads, construct and repair all 
basins in Central and city parks, and do all mason work. They 
are responsible for the care of their own supplies. 
6 Leather repairers, in 86th Street stable, in charge of a stable fore- 
man. Leather supplies are kept in the stable. 

The director of the menagerie, assisted by keepers, has 
charge of animals, reptiles and birds in the Central Park 
menagerie, and water fowl and sheep throughout Central Park. 

Criticisms Relating to the Present Administrative Organization 

of the Department of Parks, in the Boroughs of 

Manhattan and Richmond 

From the point of view of administrative efficiency, the 
present organization of the parks in the boroughs of Manhat- 
tan and Eichmond is defective in the following particulars: 

The Office of the Commissioner 

In the office of the commissioner for the boroughs of Man- 
hattan and Eichmond, the assistant secretary has been given 
too much power in handling receipts.* He has been respon- 
sible both for the revenues of the department and for special 
deposits. He keeps the revenue accrual records, makes col- 
lections, keeps the records of collections made, deposits the 
money collected in his own account as assistant secretary, 
making return thereon to the chamberlain only once each 
month. These are duties which should not be performed by Assistant 
a single individual. It is adverse to efficient administration f^Sonststent 
and holds out inducements to fraud and to diversion of funds Duties 
to permit a single employee of a large corporation to keep the 
record of accounts receivable, make the collections on those 
accounts and keep the account of collections as made. Again, 
it is adverse to efficient administration and tends to impair 
the fidelity of the service to permit an employee to de- 
posit moneys to his own account without making return there- 
for more often than once per month, especially when the rec- 
ords for such collections are kept by the individual who makes 
the deposits. In general, the same criticism may be made 
with respect to the methods of handling moneys deposited as 
security for the satisfactory restoration of street pavements. 
These deposits have been received by the assistant secretary, 



♦ See Part II, in which changes since November, 1907, are noted. 
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who, up to July, 1907, kept them in his safe and made no 
record of them whatever. In July, 1907, a bank account was 
opened in the name of the assistant secretary, and from that 
time to date, with the exception of three or four months 
when the method of handling lapsed to the old system, the 
deposits have been recorded and placed in the bank. On 
making collections of revenue or receiving deposits the as- 
sistant secretary may or may not report moneys taken in, 
and in case of special deposits no accounting has been re- 
quired to any financial officer of the city. Through such 
Encourasred a practice the assistant secretary may continuously use 
the balance in his hands for his own benefit. Should he fail 
to put special deposits on his book when received, he might use 
the more recent deposits for covering up a previous subversion 
of funds. Such a practice is not charged against the assista,nt 
secretary, but it is apparent that the city should not hold out 
such an inducement to an employee. For the protection of the 
employee himself, as well as the city, this fund should be 
carefully checked -out; and in case vouchers and documents 
are not available for an audit, an investigation should be made 
to establish the amount of the city's liability.* This having 
been carefully done, central records should be instituted for 
keeping account of all receipts and payments. 

In relation to the assistant secretary's assigned duties, it 
may be inferred that in the past he has been negligent in the 
issuing of notices of appointment to the superintendent of sup- 
plies and repairs for the advice of the payroll clerk in 
that the notices as filled out have open spaces upon them 
into which may be inserted the names of various persons 
who have not come to the official attention of the commissioner 
and concerning whom no inquiry has been made. Where 

Subordinates * . . -* -1^.1 • • 

Might Make many appointments are passed upon by the commissioner, 
ppo n men s j^g^jj^^g might be inserted after his signature has been attached, 
when the falsified notices would serve as authority to the civil 
service commission or other persons authorized to act thereon. 
Thus the assistant secretary or some other intermediary might 
in effect make the appointments, the commissioner merely 
lending his name but nevertheless being held responsible for 
the character of all persons on the payroll. 



• The investigation suggested was made by the Bureau of Municipal 
Research, and the facts published as Part II of this report. 

20 



Aside from the details above referred to, the commis- 
sioner of Manhattan and Richmond has failed to organize his 
ofSce in such manner as to permit of the exercise of effective 
administrative control. Various duties have been assigned or 
in part entrusted to employees which have, in effect, con- 
stituted these employees the final authority, as for example 
the receiving of official communications, the keeping of of- ReorgimiMLtioii 
ficial records, the signing of permits, the authorization to Needed 
payroll clerks for making appointments, discharges, increases 
and decreases of pay, without being brought to the attention 
of the commissioner. The present commissioner is doing much 
to overcome this defect, but to succeed fully would Involve a 
complete reorganization of the personnel, methods and pro- 
cedure of the department. 

General Office Heads 

The present general office heads to be considered are su- 
perintendent of supplies and repairs, purchasing agent, me- 
teorologist, chief engineer and bookkeeper. These will be 
taken up seriatim. 

The superintendent of supplies and repairs is assigned 
work such as making out payrolls and maintaining expense 
analyses which have little or no relation to the work that is 
implied in his title. Moreover, the duties of purchasing agent, 
which properly belong to his office, are performed by a person 
independent of him. Although nominally responsible for re- 
pairs he gives little attention to this work. 

In many instances no stock accounts are kept for the sup- 
plies and materials', and where they are kept they are often de- 
fective and of little administrative value. Under such a sys- 
tem the superintendent of supplies and repairs is subject to 
inducements by contractors and others interested in contracts* 
to disregard the interests of the city. In fact, it may be said 
that he has no protection against such importunity. 

Another defect in organization and administration of this 
branch of the work is illustrated in the handling of such ma- 
terials as gravel, sand, mould, etc. As these materials are de- 
livered the engineering bureau of the department makes 
measurements of barges, contractors' carts, or other convey- 
ances. These measurements, with accompanying information 
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for the identification of barges or carts, are sent to the super- 
intendent of supplies to enable the latter to approve vouchers 
for payment. In other words, the superintendent of supplies 
and repairs is in the position of receiving deliveries of ma- 
terials with the measurements, weights, etc., seldom if ever re- 
checked or inspected by the department. The bureau's in- 
spection is never verified except in so far as the inspection by 
the department of finance may be said to be a verification, and 
this as at present conducted is known to be of little value. 

Finally, at the present time, the superintendent has not 
a clerical force sufficient to relieve him of tfie detail work con- 
nected with his office and enable him to give attention to the 
larger and more important considerations in the direction of 
the work for which he is responsible. 

While the charter specifically provides among the express 
duties of the commissioner of the boroughs of Manhattan and 
E^ichmond that he shall maintain a meteorological and astron- 
omical observatory, question is raised as to whether this in- 
stitution has any administrative or public advantages com- 
mensurate with the expense involved in its maintenance. 
While it is stated that the reports are widely used in the courts 
and are legally recognized in some courts where the govern- 
ment reports are not, so far as can be learned they are not 
used by the department in giving direction to or in aid of the 
work of maintaining parks, and they are not to any consider- 
able extent used by the public. It would seem, therefore, that 
although this bureau is conducting an important work, never- 
theless the direct benefits derived from it by the department of 
parks would not warrant the charge of the entire cost of its 
maintenance to that department. 

The chief engineer is made responsible for construction 
contracts and materials, as well as for supervision of engineer- 
ing work in progress. He is also held responsible for inspec- 
tion of all supplies and materials received for construction 
work, as well as for approval of vouchers in payment of esti- 
mates under construction contracts. This inspection or ap- 
proval is seldom if ever rechecked or inspected by the depart- 
ment. 

Attention is also directed to the practice in the chief en- 
gineer's office of returning time reports for Sunday and for 
eight hour days, when such reports are not true statements of 

22 



fact. Work is done in this bureau on Sunday in case of 
emergency only, and the employees as a rule work the same 
time on week days as the clerks in the office, that is, from 9 
a. m. to 4 p. m., and on Saturdays from 9 a. m. to 12 m. The 
time report for Sunday as to work done appears to be a copy of Time sheet 
the Saturday schedule or an anticipation of Monday's, thereby Sundays 
causing the accounts chargeable with the payroll of Saturday 
or Monday to receive a false extra charge for Sunday. If the 
true time is returned the total cost will be the same, but a cor- 
rect distribution of the charge may be obtained. 

The organization of the bookkeeping bureau of the de- 
partment is defective, in that a number of functions which 
should be performed in this bureau are carried on elsewhere, 
and in that the office is not sufficiently equipped with clerical 
assistants to perform the duties which should devolve upon it. 
Illustrations of the defect first mentioned are numerous. The 
petty cash bills for foremen and other employees are handled 
by the purchasing agent; all records of income and of 
cash receipts, except the bookkeeper's copies, are cared for byfn^Too^ny 
the assistant secretary; payrolls are recorded and made up ^^''®*"® 
under the superintendent of supplies and repairs ; even the ex- 
pense analysis, instituted by the commissioner in January, 
1908, is made under the direction of the superintendent of sup- 
plies and repairs. The result is that not only are other divi- 
sions and bureaus of the service encumbered with work with 
which they have little or no administrative relation, but the 
bookkeeping division is made ineffective on account of lack of 
records necessary to accounting control. 

Operative Heads ^ 

The superintendent of parks is hampered by having his 
duties and responsibility too widely distributed. Under the 
present organization he has too many men to deal with di- 
rectly. He has insufficient data in his office from which he 
may obtain adequate information necessary to intelligent judg- 
ment with respect to his several duties. For example, there, ^pe^intendent. 
is no system in the department by which the commissioner or Superinte^nd 
the superintendent may know whether park privileges are 
abused or are used without permit. The superintendent has. 
no stock accounts of tool& and of playground supplies in the 
various sections from, which he may procure adequate ia- 
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formation to aid him in approving requisitions from foremen 
or playground employees. In addition, office work is so ar- 
ranged that the superintendent is required to spend much time 
in office details that he ought to use in supervising outside 
work. 

Another defect in operative organization has already been 
referred to, viz. : the fact that while there is a superintendent 
of supplies and repairs, the repair division and the repair gangs 
work directly under the superintendent of parks. These gangs 
are organized under six separate heads, with six storerooms 
and store yards for supply material. Each receives independ- 
ent orders for work performed, and only the foreman carpen- 
ter keeps a sufficiently detailed record of materials received, 
stores on hand and supplies distributed. As a result, when 
the commissioner and the superintendent of parks wish repair 
work done, they have to deal with six diflPerent foremen, while 
six offices must be maintained at an unnecessary cost for keep- 
ing the books of account required. 

In giving direction to the general working force of the 
parks, the superintendent has to deal directly with too many 
assistant superintendents, general foremen and foremen. In 
addition to this, his attempting personal responsibility for the 
direction of the entire second division of the parks in Manhat- 
tan, without the interposition of an assistant, so seriously en- 
cumbers his time that he cannot intelligently administer the 
working force of the two boroughs. 

For the conduct of the entomological work and for the 
care and management of the stables of the department the 
defects are in the records and accounts rather than in the plan 
of organization. These will be commented on later. 

From the point of view of eflPective administration, the 
organization for gardening work is defective in that there is 
no central authority, as a head gardener, to determine what 
flowers shall be planted, or whether flowers shall be planted. 
As a result, plants may not be evenly divided among the parks, 
important places may not get a sufficient supply, the poorer 
qualities of plants may be used in places needing the best. 
Furthermore, garden work is being performed under several 
independent heads, and in some cases by the arboricultural 
staff; consequently, the administration is much confused and 
the results not what should be expected. 
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The same criticism may also be made with respect to the 
arboricultural work. There are a number of squads of arbori- 
cultural workmen under independent foremen, several of 
whom are not responsible to a head arboriculturist. The 
squads in some cases are engaged in gardening, as well as in 
arboricultural work. No consistent plan or policy is pursued. 

With respect to the playgrounds and gymnasiums, attend- 
ants at each of the eleven institutions are directly responsible 
to the superintendent of parks, or to an assistant superintend- 
ent in divisions where the superintendent is not directly in 
charge. The playground statistician serves as an interme- 
diary between the superintendent and the attendants, but is not N^ed^^foi?*"* 
considered as holding an administrative position. The fore- ^^a-yanrounds 
man of the section in which the playground is located looks 
after the time of attendants. There is no one in the depart- 
ment whose business it is to develop either the educational or 
the health and recreative possibilities of this division. 

The same criticism may be urged against the organization 
for the care and supervision of public baths and public com- 
fort stations. Male and female inspectors are employed in 
somewhat the same relation as is the statistician in the admin- 
istration of the playgrounds and gymnasiums. In several in- 
stitutions the section laborers take the place of regular at- 
tendants; otherwise the attendants are local and attached to a 
particular bath or station. 
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Section III 

SUGGESTED PLAN FOR THE REORGANIZATION OF THE 

DEPARTMENT OF PARKS— BOROUGHS OF 

MANHATTAN AND RICHMOND 

The plan suggested by the Bureau of Municipal Research 
for the reorganization of the department of parks, boroughs 
of Manhattan and Richmond, is presented graphically in Chart 
II. The general group relations are the same as in Chart I, 
changes of organization being shown by rearrangement of 
parts within the groups. The general groups are as follows : 

1 The park board, to which are attached the secretary, assistant sec- 

retary, and landscape architect; the two last named also per- 
forming service under the direction of the commissioner for 
Manhattan and Richmond. 

2 The commissioner and his staff, mider whom are to be grouped the 

general office functions, directed by: 
a A chief engineer, in charge of an office staff, a field staff and 
an inspection staff; 
Essentials of b A chief inspector, in charge of the bureau of inspection; 

^^Pjsed c An architect, in charge of an architectural staff; 

Reorsanizau ^ ^ meteorologist, in charge of the meteorological and astro^ 

nomical observatory; 
e A superintendent of supplies, in charge of an office staff, the 
general storehouse and the office of the purchasing agent; 
f A chief accountant, in charge of bookkeeper's office, cashier's 
office and payroll office. 

3 Operative heads, under the general supervision and direction of 

the commissioner, viz.: 
a A director of the menagerie, in charge of the keepers and 

menagerie attendants; 
b A superintendent of parks, in charge of the various activities 

for maintaining park property, other than the menagerie; 
c A superintendent of repairs, in charge of an office staff, a 

storekeeper and a general staff, composed of carpenters, 

wheelwrights, riggers, leather repairers, plumbers, painters, 

mechanics and masons. 

4 Differentiated or functional activities, under the general direction 

of the superintendent of parks, viz.: 

a Entomological work, under the entomologist; 

b Stabling and care of horses, under the stable foreman; 

c Gardening work, including greenhouses, under a head gar- 
dener; 

d Arboricultural work, including the nurseries, under a head ar- 
boriculturist; 

e Care of playgrounds and gymnasiums, under a superintendent 
of playgrounds and gymnasiums; 

f Care of baths and public comfort stations, under the super- 
vision of a superintendent of baths and comfort stations; 
• g Direction of the children's school farm, under the supervision 

of the director of the children's school farm. 

5 A staff of general laborers, organized as at present, in three dis- 

tricts or divisions, each district or division to be under an 
assistant superintendent, responsible to the superintendent 



of parks. 
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The Park Board 

In drafting the chart of the proposed reorganization 
the same general plan of presentation has been used as in the 
chart which describes the present organization and the pro- 
posed changes may readily be seen. In making these sug- 
gestions it is assumed that no change will be made in the 
charter, either with respect to the organization of the board 
or with respect to the organization, powers and duties of j^^^.^^^^^^^ 
the administration in the several boroughs. The aim has been cSartw'***"* 
to suggest a method by which under the present charter the 
administration may be made more eflfective. In the plan pro- 
posed, therefore, no structural change is suggested in the board 
itself, except to raise the question as to the need for an 
assistant secretary, and to point out the desirability of in- 
creasing the duties of the secretary, as before commented on 
in Section II of this report. 

The Office of the Commissianer 

It is suggested as a matter of procedure that the commis- 
sioner shall not, as in the past, directly entrost to employees 
the receiving of official communications, the custody of depart- 
ment funds, the keeping of official records, the signing of per- 
mits or authorizations of appointments and discharges on pay- 
roll, increases and decreases in pay, etc., without ha,ving such 
acts come directly to his notice for official attention. In other 
words, while he should hold the heads of the several divisions 
responsible for detail, the commissioner should keep himself 
in close touch with all the work of his department in order 
that he may properly control its activities and gauge the 
efficiency of his subordinates. This may be accomplished by 
requiring adequate regular and special reports and by scrutin- 
izing the documents which are submitted for his approval. 

In the appointment of employees, it is suggested that the 
commissioner should sign for each appointee an individual 
card made out in duplicate or triplicate of different colors, 
to show the name, date of employment, address, civil ser- 
vice title and rate of wages; that one of these cards be re- 
tained in the office files of the commissioner; the duplicate, 
and, if used, the triplicate, to be sent to the payroll divi- 
sion, or department hereinafter mentioned as an authoriza- 
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tion for the entry of the name of such employee on the time 
book and time record. After being so entered, the dupli- 
cate cards would be filed in the oflSce of the payroll clerk by 
sections and under the proper foreman, as a basis for the 
audit of the payroll. As a matter of convenience, the triplicate, 
if used, may be filed alphabetically in the office of the payroll 
clerk. A schedule of new appointees, made up from the cards 
retained by the commissioner, may be sent to the civil service 
Appointments commission, where the payrolls are checked. If an employee 
Bischarffes is discharged, the commissioner would call on the payroll 
clerk for his card in section file, endorse the discharge upon it, 
notify the civil service commission, and file the duplicate with 
the original in a dead file in his own office; the payroll clerk 
having noted this fact on the triplicate, alphabetically filed in 
his office. Such a procedure would not only estabish a better 
basis for an audit of payrolls in the office of the payroll clerk, 
but would also protect the commissioner against the possible 
abuse of his signature, as suggested on page 22. 

It is suggested that the general office functions having to 
do with supplies be entirely divorced from the operative 
function of making repairs, also that instead of having a pur- 
chasing agency independent of the superintendent of supplies 
as at present, the purchasing agent be made administratively 
subordinate to the superintendent of supplies, who would also 
have under him the general storekeeper. It is suggested that 
the payroll work and the expense analysis be taken from the 
superintendent of supplies and repairs and placed under the 
direction of a chief accountant, to be in charge of the cashier's 
office and the bookkeeper's office. The reimbursement of petty 
cash bills, at present handled by the purchasing agent, would 
also be placed under the chief accountant and made a function 
of the cashier. 

A further radical change suggested is the appointment of 
a chief inspector over a staff of inspectors of supplies, work in 
progress and park privileges, who would be directly responsible 
to the commissioner and independent of both the superintend- 
ent of supplies and the chief engineer. This would enable 
the commissioner to avail himself of an independent inspec- 
tor; and the city would have the protection coming from 
an independent control over the superintendent of supplies, 
the purchasing agent, the storekeepers, work in progress under 



the direction of the engineering staff, and section foreman, 
responsible for supervision over park privileges. The chief j^gp^^j^j^ 
inspector would examine and sign all invoices and payrolls ijJSJpensaWa 
upon the certificates of the inspectors actually inspecting the 
supplies, materials or work. 

Oeneral Office Divisions 

The changes suggested for the general office divisions are 
as follows: 

1 The organization of the office of the chief engineer would be very 

much as at present, with the exception that there would be an 
independent inspection of the work of the chief engineer and of 
the contracts performed under his supervision and direction. 

2 The chief inspector would be appointed by the commissioner and 

would be entirely independent of the other general office division 
heads. 

3 The architect would have enough assistance to undertake all archi- 

tectural work of the department, excepting possibly work upon 
the museums and upon buildings of the character of the New 
York Public Library, where public competition might be en- 
gaged with advantage, or professional service employed of a 
much higher character than would be necessary for the or- 
dinary work of the department. 

4 The work of the meteorologist and the astronomical observatory 

would continue much as at present, unless il be discontinued by 
failure to provide support for this branch of the service in the 
budget. 

5 The superintendent of supplies would sign requisitions and orders 

for purchases. Purchases should be made by a purchasing 
agent and all supplies received at the central office should be 
receipted for by a storekeeper. The storekeeper, with his clerks, 
would also attend to the distribution of supplies on requisitions 
approved by the superintendent. 

6 The chief accountant would be in charge of the auditing duties of 

the department, and would have under accounting and adminis- 
trative control three divisions, viz.: 

a A cashier's division, which would consist of a cashier or chief 
clerk. His duties would be: 

(1) To receive all fees and pay them to the city chamberlain; 

(2) To receive all deposits for street and vault openings; 

(3) To keep suitable records and books of account for such fees 

and deposits; 

(4) To handle the petty cash bills. 

b A payroll division, which would consist of payroll clerks, whose 
duties would be the same as those at present performed by 
the payroll staff under the direction of the superintendent 
of supplies. 

c A bookkeeping division, with a head bookkeeper in charge, 
assisted by clerks, responsible for the keeping of all general 
books of account. 
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Work Under Operative Heads 

The plan proposed provides for three operative heads re- 
sponsible to the commissioner, viz. : the director of the menag- 
erie; the superintendent of parks; and the superintendent of 
repairs. 

The director of the menagerie would exercise about the 
same authority and jurisdiction as at present and would have 
under him a similar administrative organization. 

The superintendent of parks would have a personal staff 
composed of clerks, stenographers, laborers or messengers; 
would have no immediate direction over any parks; would be 
responsible for the general working force and the following 
functional activities: entomological work, stables, green- 
houses and garden work, nurseries and arboricultural work, 
playgrounds and gymnasiums, baths and comfort stations, 
and children's school farm. 

The general working force would be divided into the same geo- 
graphical divisions and sections and perform the same character of 
work as described in Section 11. Each division would be under the 
direction of an assistant superintendent, assisted if necessary by 
general foremen. Thus the superintendent of parks, so far as the 
general work is concerned, would have direct contact only with the 
three assistants. He would be relieved of direct operation of the 
second division. The geographical boundaries of sections would be 
maintained as at present. The section foremen would continue to re- 
cord the time of playground and gymnasium, bath and comfort sta- 
tion attendants. The foreman of the 86th Street stable, however, 
would be directly responsible £b the superintendent of parks, and the 
stable itself would be treated as an individual institution and not as 
a part of the general working force. 

The entomological work throughout the city would be under the 
care of an entomologist, assisted by a staff. He would also maintain 
an entomological laboratory, as described in Section II. 

The 86th Street stable would be under a stable foreman, who 
would have under him hostlers, drivers, stablemen, laborers, etc. With 
the foreman would also be associated a veterinarian who would be 
responsible for the medical and surgical treatment of the horses be- 
longing to the park department. The leather repair work would be 
placed under the direction of the superintendent of repairs instead of 
the stable foreman, as at present, thie office of the superintendent of 
repairs being situated conveniently near to the stable. As the stable 
at the Harlem River Driveway is small, it is suggested that this should 
remain under the administrative direction of the assistant superin- 
tendent of that division, and it is so indicated in the chart. It is sug- 
gested that the drivers, as at present, be under the control of the sec- 
tion foremen when out of the stable, and under the control of the 
stable foreman when in the stable; that the stable foreman keep a re- 
cord of horses, showing those not at work and those at work, the 
latter being charged to the section foreman to which the driver has 
been assigned; that the section foreman to which the driver is as- 
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signed report the character of work on which the horse and driver 
are employed; and that the reports of the stable foreman and of 
the section foreman be in such form that they may furnish to the book- 
keeper an accurate statistical basis for the periodic distribution of the 
park stable expenses to the various divisions of the work of the depart- 
ment. It is also suggested that the same rule prevail with regard to 
the stable at Harlem River Driveway. 

The gardening work throughout the two boroughs would be 
directed by the head gardener. There would be a foreman gardener in 
each division in charge of gardening attendants^ and a foreman gar- 
dener in charge of the greenhouses and conservatories, all of whom 
would be under the direction of the head gardener. The working staff 
in each division would confine its work entirely to gardening. 

The arbpriculturai work throughout the two boroughs would be 
under the direction of the head arboriculturist. The nurseries would 
be looked after by foremen. The arboricultural work in each division 
would be attended to by one or more arboricultural staffs under the 
care of foremen arboriculturists, all of whom would be under the direc- 
tion of the head arboriculturist. The working staffs in each division 
would confine themselves strictly to arboricultural work. 

The playgrounds and gymnasiums would be looked after by at- 
tendants, as described in Section II, all of whom would be under the 
direction of a supervisor or superintendent directly responsible to the 
superintendent of parks. The foremen of the various sections in 
which the playgrounds and gymnasiums are located would continue to 
record the time of the attendants. 

The baths and comfort stations would be maintained by atten- 
dants as at present, all of whom would be under the direction of a 
supervisor or superintendent directly responsible to the superintendent 
of parks. The foremen of the various sections in which the buildings 
are located would continue to record the time of attendants. 

The children's school farm would be maintained as at present. 

The superintendent of repairs would be assisted by an 
office staff and a storekeeper, who would look after all office 
details and maintain records for repair stores of all descrip- 
tions. All repair work would be placed under the superin- 
tendent, instead of having the direction and responsibility 
therefore divided and uncertain as at present. 

Directly responsible to the superintendent of repairs would be 
carpenters, wheelwrights, riggers, leather repairers, masons, me- 
chanics, painters and plumbers. Each staff would be under the super- 
vision of a foreman, and would attend to all the work of its particular 
class throughout the city. The carpenters, wheelwrights, mechanics, 
painters and plumbers would remain at the 86th Street shop, where 
the central office of the superintendent of repairs would be maintained ; 
the masons and riggers would remain at 79th Street; and the leather 
repairers at the 86th Street stable. All records of stores, however, 
would be kept at the 86th Street office, and all orders for work coming 
from the commissioner or superintendent of parks would be issued 
from there by the superintendent of repairs. 
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Section IV 

THE PRESENT AOOOUNTINO SYSTEM OF THE DEPART- 

MENT OF PARES— BOROUOHS OF MANHATTAN 

AND RICHMOND— AND ORITIOISM 

RELATING THERETO 

As shown by Chart III, the present accounting system divides itself 
into two main divisions, viz.: (1) revenue accounts, and (2) expendi- 
ture accounts, both of which converge in a general ledger. 

The books and procedure are described in detail in Bzhibits 
B and C. 

The Present Revenue Accounting System 

The sources from which revenue is derived are the following: 

1 Compensation for park privileges; 

2 Permits for bay windows and non-ornamental projections within 

350 feet of the parks, parkways, spaces or public places within 
the Jurisdiction of the commissioner; 

3 Rents from houses and buildings in the parks; 

4 Vault permits; 

5 The sale of animals from the menagerie; 

6 The sale of condemned property. 

As indicated in Section II of this report, all cash is received by the 
assistant secretary or is received by the commissioner and turned over 
to the assistant secretary. The assistant secretary keeps the books of 
revenue accruals, as well as the books of collection, depositing the 
money when collected to his own account as secretary. The defects of 
such a revenue accounting have already been commented on. Al- 
though the secretary does not establish the rates or prices by which 
revenues are computed there is no independent record in the depart- 
ment by means of which the accounts receivable may be con- 
trolled. Neither is the procedure of the revenue accounting sys- 
tem such as to establish independent accounting control over collec- 
tions. The revenue accrual register is a single entry memorandum 
book, supported only in part by documents by means of which it may 
be audited. Such documents as are kept to support the record are 
not serially numbered and there is no means of knowing whether all 
documents have been registered by the secretary. 

The cash book kept by the assistant secretary is also a memoran- 
dum record and is not under control. The cash entries in the general 
ledger are posted from the totals of the bookkeeper's cash book, which 
is merely a copy of that kept by the assistant secretary. These entries 
are not supported by independent registration or even by a com- 
plete file of receipt vouchers. The receipts as shown by the cash 
book are from time to time checked by persons assigned by the com- 
missioners of accounts, and on occasion by representatives of the de- 
part^npnt of finance, to the general ledger account; a process which has 
littfe.*6r"'ttO*^i|:n!flcance other than proving the clerical accuracy of 
the postings:' 



The deposits, made to guarantee the restoration of street open- 
ings, are received by the assistant secretary and no accounting there- 
for is required either by the commissioner, by the bookkeeper of the 
department or by the finance department Such an account as is kept 
of these receipts is in the nature of private memoranda of the assistant 
secretary, and even these are incomplete. There are few supporting 
vouchers of either deposits or repayments. Cash received either has 
been retained in the personal possession of the assistant secretary or 
has been deposited to his account. The only accounting that has been 
required of the secretary in the past has been an accounting with the 
depositor on demand for repayment, as a result of which the city is 
left without protection. 

The Present Expenditure Accounting STStem 

The expenditure accounts of the department are based upon four 
classes of voucher, viz.: payroll vouchers; contract vouchers; open 
market order vouchers; and petty cash vouchers. 

Payroll Vouchers. 

Payroll vouchers are of three kinds: (1) general department pay- 
roll vouchers, which include the payrolls of the general laboring force 
engaged on the maintenance of park property; (2) payroll vouchers of 
salaried officers and clerks; (3) payroll vouchers of employees of the 
aquarium and of the museums of art and natural history. 

In theory the general department payroll is based on the time 
books of the labor gangs as kept by the foremen. These books are 
weekly, semi-monthly and monthly. In them are entered the names 
and daily time of employees. At stated periods, the time books are 
surrendered by the foremen to the superintendent of supplies and re- 
pairs, and alternate books issued to them. The foremen also turn in 
each day sheets recording the different services performed in their 
sections, with a statement of the amount of time consumed on each 
Job. From these the payroll clerk is supposed to distribute the time 
cost to a blank sheet, on which are carried various budget, fund, and 
corporate stock accounts. 

The payrolls of salaried officials and clerks are made up in the 
office of the superintendent of supplies and repairs, where, they are 
also vouched, and where upon receipt of the checks from the depart- 
ment of finance, the officials and clerks are paid. 

The payrolls of the employees of the aquariums and museums are 
made up in the offices of these institutions. The employees are paid 
out of the private funds of these institutions, at which time the payrolls 
are receipted by those to whom payments are made. Upon certifica- 
tion, the payrolls are forwarded to the department, where they are 
vouched to the department of finance and the amounts reimbursed to 
the institutions. 

The defects of the present method of payroll accounting are to be 
found: 
1 In the failure on the part of foremen to report definitely on the 
time book3 the number of hours that each employee was en- 
gaged on each class of work; 
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2 In the lack of information on the daily sheet from which the pay- 
roll clerk may make a proper distribution of the payroll cost; 

3, In the destruction of the distribution sheet from which the record 
of distribution may be reviewed; 

4 In the arbitrary apportionment of charges to the several appiro- 
priation and expense accounts. The payroll clerks in the office 
of the superintendent of supplies and repairs, being without 
proper accounting authority, may take the time reports of the 
foremen and use their own judgment as to what entry is to be 
made, and for additional information rely on verbal instructions 
from the superintendent of parks or on interviews with foremen. 

Question is also raised as to the wisdom of having the payroll 
distribution made by a clerk without reference to or approval of the 
superintendent of parks, the one most familiar with the general as- 
pects of work in progress and the character of service which is per- 
formed by the different gangs. The general practice with respect to 
the distribution of the payroll expense seems to indicate that it is 
governed by expediency rather than by any method of accurate ac- 
counting. 

At the beginning of this investigation, it was desired to check all 
of the payroll charges to corporate stock — ^long term bond — accounts 
for the period of one year. The object was to prove the accuracy of 
extensions of hours of work and the value of the work done, and also 
to determine whether the work done was of such a nature as to be 
a legitimate charge to corporate stock accounts. When, however, the 
work was actually undertaken, it was found that the daily reports, 
which came from the foreman, gave so little information as to the char- 
acter of the work done that the charges to the various accounts were 
made from them only in part. The payroll clerk stated that in order 
to learn the character of the work done in the various sections he 
consulted with the superintendent of parks from time to time and with 
the section foremen as he saw them. From the information thus 
gained, and from the daily time reports, the payroll clerk drew off 
each day on a memorandum analysis sheet the number of hours, under 
each rate of pay, chargeable to each account. At the end of the week 
he figured out the amount of the payroll to be so charged. After this 
distribution of payroll charges was made up, the memorandum dis- 
tribution sheet from which charges were made was kept for a week or 
two and then destroyed. It was therefore impossible, in November, 
1907, to check up the distribution of the payroll charges for the year 
1906, or even for the month of October, 1907, and evidence was lacking 
to prove whether a charge to corporate stock was for work of such a 
character as to be a legitimate charge to a long term bond account. 

The three payrolls — weekly for laborers; semi-monthly for higher 
paid employees and the chief engineer's bureau — ^were treated sub- 
stantially alike. The manner of reporting the time of the men on the 
roll of the chief engineer was slightly better, in that the payroll clerk 
had no discretion in this case in determining the account to be charged. 
The time of the chief engineer was charged to administration and 
shown on the monthly roll. For the men under him, the chief engineer 
sent down a time sheet for each day, showing the hours worked, the 
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rate of pay, and the account to which he deemed the work should be 
charged. The work which he designated as chargeable to maintenance 
was generally characterized by a description of the work done, but the 
labor chargeable to corporate stock accounts was explained in only a 
very few cases. 

Following this examination by the Bureau of Municipal Research 
and beginning with January of this year, the analysis sheets have 
been preserved, and foremen instructed to report the work done in 
such detail on the daily reports that in the future it will be possible 
to check the accuracy of all payroll charges. 

With reference to the above conditions, an official statement of 
May 4th, 1906 is pertinent. The bureau of municipal investigation 
and statistics of the department of finance, reporting to the board of 
estimate and apportionment, stated: (City Record, May 10th, 1906, p. 
4483) : 

" As in the case of the department of parks, boroughs 
of Brooklyn and Queens, referred to in a report of the 
Investigations division under date of March 12th, 1906, it 
appears that the payrolls of park laborers (in Manhattan) 
charged to appropriation account and corporate stock are 
combined, and the amounts of said rolls to be charged to rp^ protect 

the different classes of accounts are determined by offl- Corporate 

cials in the office of the commissioner of parks, such dlrec- stock 

tions being accepted by the auditors of the department of 
finance. The question again arises whether the depart- 
ment of parks should not be required to make separate 
payrolls for all employees of the department engaged on 
construction or betterments, disbursements for which pur- 
pose may be properly charged to the corporate stock 
funds, so as to permit of an intelligent and competent 
audit in the department of finance." 
While the practice of confusing appropriation and bond fund 
charges had been brought to the notice of every official in the govern- 
ment who is responsible for the passing and accounting of payrolls, 
the significant fact is that it had not been corrected. There can be little 
doubt that charter provisions governing appropriations and bond funds 
have been regularly violated and that no steps have been taken to 
protect the city, either by the department of parks or by the depart- 
ment of finance. 

The following summaries and accompanying chart (Exhibit D II) 
based on details given in Exhibits D-I, E and F, shows the weekly, 
semi-monthly and chief engineer's payrolls that were charged in 1904, 
1905 and 1906 to appropriation, revenue bond fund and corporate stock 
accounts, respectively. 

The analysis relates to all accounts within each of these classes. 
The summaries clearly indicate that the charges must have been arbi- 
trary, and that the changing and widely varying percentages require 
explanation. 
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The analysis of the weekly, semi-monthly and chief engineer's pay- 
rolls for 1904 (Exhibit D I) ' shows that there were no revenue 
bonds issued for that year. The corporate stock accounts received 
heavy charges throughout the greater part of the year, though more 
noticeably from July to December, during which period the charge 
was lowest upon the appropriation account, "labor maintenance." 
Since more work can be dOne on maintenance of the parks during the 
warmer months, the "labor, maintenance" charges ordinarily should 
be greater, not less, than during the winter. 

During the first two months of 1905 the charges to the miscella- 
neous corporate stock accounts "improvement and construction of 
parks, playgrounds, boulevards and driveways*' and "improvement and 
construction of parks, parkways, playgrounds, boulevards and drive- 
ways. No. 2" were quite small (Exhibit E-a, Accounts 9 and 13). 
From March 3rd, however, to the end of the year, the charges to these 
miscellaneous construction accounts were never less than $2,000 a 
week, increasing to nearly $6,000 a week in June, aggregating $184,000 
in one year. From April 28th to July 14th, these construction accounts j^aintenance 
were larger than that for "labor, maintenance." With the semi-monthly Charged to 
and chief engineer's payrolls it is likewise true that the heaviest cor- gtock^^^ 
porate stock charges were made against the miscellaneous accounts 
(Exhibits E-b, Accounts 8 and 9, and E-c, Accounts 11 and 14). The 
semi-monthly payroll charge to "labor maintenance" aggregated $110,- 
843.78; to revenue bond accounts $10,081.35; and to construction ac- 
counts $26,754.84 (Exhibit E-b). The chief engineer's payroll charge 
to "labor maintenance" aggregated $3,456.20 for the year, $3,239.71 
to revenue bond accounts, and $22,146.92 to construction accounts (Ex- 
hibit E-c. 

Likewise for 1906, the results would seem to require explanation, 
though it is impossible to ascertain from the records whether construc- 
tion work was actually done during the summer months, when the 
heaviest charges were made against the construction account, or 
whether these charges were made to that account, rather than to the 
appropriations account, as a matter of expediency. A weekly roll an- 
alysis (Exhibit F-a) shows five appropriation accounts, Nos. 2, 4, 6, 8 
and 17; No. 10 is a revenue bond fund account; Nos. 1,3, 5, 7, 9, 16, 18 ff. 
are corporate stock accounts, in which the charges for the first five 
months are light. From that time, during the period when the "labor, 
maintenance" charges would naturally be highest, they actually de- 
creased, and the corporate stock accounts received larger charges. In 
July, "labor, maintenance" charges reached their lowest point, and the 
revenue bond fund account began to share with corporate stock ac- 
counts the charges for general maintenance work. From the end of 
May the general construction account. No. 12, "improvement of parks, 
parkways, playgrounds^ boulevards and drives. No. 2," received the 
highest corporate stock charges until its balance was used up, upoii 
which account No. 5, "improvement of parks, parkways and drives, 10th 
division", and other corporate stock accounts received increased 
charges. From October, the appropriation and the revenue bond fund 
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accounts had the largest amounts charged. Although the superin- 
tendent of parks states that in 1906 no work was done on construc- 
tion accounts 20 and 22, "improvement and construction of parks and 
construction of repair yard, Central Park" and "improvement and 
construction of parks and construction of northerly portion of John 
Jay Park", payroll charges were made to these accounts aggregating 
$3,408.86. 

With regard to the enormous charges to construction accounts for 
labor, more especially those of 1904 and 1905, the above quoted report 
of the bureau of municipal investigation and statistics of the depart- 
ment of finance to the board of estimate and apportionment stated: 
(City Record, p. 4488) : 

"The extensive employment of department labor on 
construction work in the parks is a practice which im- 
presses your examiner as of doubtful expediency. It is 
stated by members of the park board that there are cer- 
tain classes of work, such as regrading, planting, etc., 
where specifications for contracts are impracticable, and 
in these instances department laborers must be employed 
under the direction of the department engineer. On the 
whole, however, it would seem that the contract system 
of construction could be made use of more largely than 
has been the custom." 
One of two conclusions can be drawn from the foregoing facts: 
Either a great deal of labor was wrongfully charged to construction 
accounts, by intent or through ignorance and carelessiaess, or a great 
deal of construction work was done by park laborers which might more 
economically have been done by contract. In other words, payrolls 
have been intentionally or carelessly charged to the wrong accounts. 
The lack of explanation on the records of these facts has caused the 
commissioner recently to issue the following orders: That employees 
who are responsible for daily time reports give an accurate and de- 
tailed description thereon of the work done by their men, so that the 
payroll clerk may easily determine the account to be charged; that 
the payroll clerk preserve all analysis sheets, thereby maintaining the 
connection between the daily report and the voucher; that the super- 
intendent of parks examine the daily reports of the men for whom 
he is responsible, and assist the payroll clerk whenever necessary in 
determining the account to be charged. The extent to which these in- 
structions will be made effective to correct the mischarging of main- 
tenance costs ^ to corporate stock accounts, should be a matter of con- 
tinuing inquiry. 



Analysis of Charges to Co]i>orate Stock Accounts 

Having in mind the condition of the payroll records and the neces- 
sity for verifying payroll charges largely from the memory of the pay- 
roll clerk, examination of a recent period was made in order that an 
approximate conclusion might be reached. Accordingly, in the early 
part of November, all vouchers registered during the month of October 
in the bookkeeper's voucher book were analyzed to show the purposes 
for which the vouchers were drawn (Exhibit G). There were found 
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to be twenty-two corporate stock accounts to which charges were made 
during that single month. The description of several of the items indi- 
cate that the were improperly charged to corporate stock. In stock 
account No. 9, for example, "improvement of parks, parkways and 
drives, 10th division", the following were charged: 

Asphalt repairs $179.05 

Entrance to Central Park, 66th St. and 5th Ave.. 118.55 
General improvement 126.02 



$423.62 
In account No. 10, entitled "improvement and construction of parks, 
parkways, playgrounds, boulevards and driveways, No. 4", were found 
the following charges: 

(Labor) reconstruction and improvement of drives. .$2,764.35 

(Labor) resoiling parks and parkways 1,716.55 

(Labor) asphalting Fifth Ave., 90th to 110th Sts.. 243.26 
(Teams and carts) resoiling parks and parkways 115.50 



$4,839.66 
Of the twenty-two corporate stocky accounts examined, twenty, 
Nos. 1-8 and 11-22 inclusive (Exhibit G), were authorized under titles 
defining a proper use of corporate stock. The ninth account, however, 
was entitled "improvement of parks, parkways, and drives", with no 
further limitation. To this account were charged labor for repairing 
asphalt pavement, stone used for the repair of drives, and machinists' 
and blacksmiths* tools. Certainly neither labor nor materials for re- 
pair work should be charged to corporate stock accounts. It is stated 
in regard to the mechanics' supplies that an estimate is made, when 
the contract is first let, of the amount of supplies that will probably 
be used on "improvement". This estimated amount is charged to cor- 
porate stock, when the bill is paid, apparently without any effort being corpora^^ ^ 
made to find out whether the supplies have actually been used on such Stock 
work. Account No. 10 was for the "improvement and construction of 
parks, parkways, playgrounds, boulevards and driveways", but it was 
further stated that it was "to be expended solely and exclusively for 
the construction, reconstruction and improvement of drives, paths and 
sidewalks in the parks, parkways and public places and the resoiling 
of parks and parkings." During the month under review, a charge of 
$7,580.58 was made to this account for gravel used in "improving" 
Central Park. The amount was exactly one-half of the voucher, the 
balance being charged to maintenance. It was stated that the division 
was arbitrary and that the amount charged to corporate stock was the 
falue of the gravel which waa estimated to have been used in recon- 
structing drives. 

Section 47 of the charter provides that corporate stock may be 
issued for the acquisition of property, for construction purposes and 
for the improvement and betterment of property in the possession of 
the city. There never has been in the department of parks a clear 
and concise definition of just what constituted an improvement or 
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betterment, hence many things which, according to a strict account- 
ing definition of the term, could not legitimately have been charged to 
corporate stock accounts, have been charged thereto. 

In connection with the subject of perishable goods in this section, 
two opinions of the corporation counsel are given; there it will be 
seen what vague ideas even that office had in regard to the limitations 
of corporate stock uses. In addition, the board of estimate and appor- 
tionment has often authorized corporate stock for purposes so broad 
that a great deal of latitude was left as to the charges which could 
be made against it, and it is stated that in such cases no definite in- 
structions have ever been received by the department of parks from 
the department of finance, defining Just what should or should not be 
charged to such accounts. 

Account No. 14, "restoration and improvement of Jumel Mansion 
and grounds", is charged with a voucher of $660.00 for painting the 
Jumel Mansion. The character of the work done was protested against 
by the architect of the department of parks on three different occa- 
sions, but it is stated that the voucher was finally approved and signed 
by the commissioner on an opinion of the corporation counsel to the 
effect that the commissioner must accept the certificate of approval 
given by the supervising architect 

Chapter 108 of the laws of 1904 allowed for the construction of 
an extension and for alterations to the Metropolitan Museum of Art. 
When the resolution authorizing account No. 22, "Metropolitan Mu- 
seum of Art, construction of an extension", passed the board of esti- 
mate and apportionment, the alterations • were not mentioned in the 
resolution; nevertheless, a voucher for $8,500, for the installation of 
a continuous skylight in the old building, was charged to this account, 
without any question of the charge on the part of the department of 
finance. It is stated that other charges for alterations to the old build- 
ing have been made to this account. 

To avoid all uncertainty on the part of those in th« department 
who are responsible for determining charges to corporate stock, three 
instructions seem necessary: 

1 An instruction which would leave no room for misunderstanding 

by such persons of the difference between corporate stock ac- 
counts and appropriation accounts in an accounting sense, and 
of the consequent difference in the character of the charges 
that may be made to each of these classes of accounts. 

2 A definite instruction from the department of finance to accom- 

pany each notice of a new corporate stock issue, defining clearly 
and simply what may be charged to the new account. 

3 Strict orders from the commissioner that the above instructions 

be carried out to the letter, regardless of any other considera- 
tions. 
Frequent audits should also be made of voucher charges, to see 

that instructions are carried out. 

Contract and open market order vouchers arise from two classes 
of transactions, namely: contracts for supplies and contracts for con- 
struction. 
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Contract and Open Market Order Vouchers 

Contracts for supplies are entered into pursuant to sections 612 
and 618 of the charter, the board, by resolution, determining what 
articles are to be considered "perishable goods." The detailed pro- 
cedure followed in the letting of contracts is shown in Exhibit B. From 
the point of view of protection of the interests of the city, supply 
contract vouchers are defective in that insufficient evidence is obtained 
as to the delivery of ^oods and the quality and quantity required by the 
contracts. As before pointed out in Section II, in weighing coal and in- 
specting mould, etc., practically the only check on the employees per- 
forming these functions, exercised by the department itself or by the 
department of finance, is the personal inspection of either the superin- 
tendent of parks or the superintendent of supplies and repairs. It 
was stated by the employee who weighs the coal that only twice in his 
experience of several years has the department of finance verified his 
weighing. Contract supplies which are delivered in the full amount 
of the contract on one delivery are carried directly to the location 
where they are to be consumed. The employee who may receive 
them is the one who is relied on to inspect them and to make a record open Market 
of the quality and quantity delivered. Although nominally the super- Orders l»^t 
intendent of supplies and repairs is held responsible for such deliver- 
ies, as a matter of fact his function is generally confined to receiving 
the bill and checking it with the record or advice of the employee re- 
ceiving the goods. When, under a contract for supplies, deliveries are 
made to the Arsenal building, the superintendent of supplies and re- 
pairs, on receiving the bill, checks it with the storekeeper's records and 
receipts. It is upon such evidence as this that the voucher is made up 
and the invoice attached for transmission to the bookkeeper. Eiven 
where stock records are used as a basis for check, these are incom- 
plete, as they are kept as memoranda and the balance of accounts 
cannot be proved. Verification by inventory becomes a formal and 
almost meaningless procedure. 

The approval of vouchers under contracts for construction and 
chargable to corporate stock are no better supported than in the case 
of vouchers under contracts for supplies and payrolls chargeable to 
appropriations. 

Perishable Supplies Charged to Corporate Stock 

In Section 618 of the charter it is stated that such supplies as 
the park board shall decide are perishable need not be bought by 
contract. The perishable goods so purchased on open market orders 
often exceed one thousand dollars on one order. 

The officials of the department do not appear to have in mind a 
clear definition of the term "perishable goods". The following, how- 
ever, is a list of the articles which the park board has ruled to be 
perishable, with the dates of its rulings: May 19, 1898, herbaceous 
plants, trees, aquatic plants, seed, greenhouse stock, water and ice, 
evergreens, shrubs, bulbs, sod, reptiles, fish for lakes, aquariums, and 
fountain basins, birds and animals for parks, etc., food for animals and 
birds; December 22, 1898, electricity, gas; February 2, 1899, manure; 
February 2, 1905, liquid manure. 43 
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When goods are received at the Arsenal storeroom, they are en- 
tered on a memorandum book of receipts. Deliveries are usually re- 
corded in a day book or in a delivery book. The receipts and de- 
liveries are not brought together to show a balance and, as previously 
stated with reference to supplies, there is no controlling account on 
the books in the general office which shows the amount of stock with 
which a storekeeper is charged at any given time. Where the store 
records are fairly complete, little or no accounting use Is made of 
them. Such a practice is unbusinesslike and lends itself both to col- 
lusion and to the misdirection of supplies and materials delivered to a 
department for its use. 

A complete description of repair shop records and accounts is 
given in Exhibit B. Generally speaking, these records serve little or 
no administrative or financial accounting purpose. The best form of 
Ko Control record kept is in the office of the foreman-carpenter, at the 86th Street 
Supplies repair-shop. Aside from the information which may be gained from 

the foreman-carpenter himself and the protection which is given to 
him in the handling of stores, these records are of little service. 

General Books of the Department 

The principal books kept in the office of the bookkeeper are: 
voucher books; audit books; bookkeeper's record; cash book; rent and 
special privilege ledger; bill ledger; general ledger. 

The voucher book is a record in which all vouchers are entered 
without regard to whether they are chargeable against appropriations, 
bond fund, or corporate stock accoimts. The book is colunmar in 
arrangement, each column representing an account to be charged. 
From the monthly totals of these columns, the charges to the general 
ledger appropriation, bond fund, and corporate stock account records 
are posted. 

The audit book contains a list of all vouchers which are scheduled 
for transmission to the comptroller, showing in detail the vouchers so 
listed and the total of each schedule. At the end of each month the 
vouchers so listed in the audit book are recapitulated by appropriation, 
bond fund, and corporate stock accounts and the total amount charged 
against each of these accounts as shown by the recapitulation is 
checked to the totals as shown by the claims in the voucher book. 

what is known as the bookkeeper's record is a book containing the 
appropriation, bond fund, and corporate stock accounts, against which 
are posted as memoranda the contracts and orders as issued or en- 
tered' into. When vouchers to which invoices are attached are passed, 
orders or contracts under which the deliveries were made and for 
which the invoices are pre^nted for payment are cancelled from the 
record l)y drawing a line through the items affected, and the amount 
of the payment is substituted in the record. The book is in the 
nature of a memorandum of reserves for contracts and open market 
orders. 
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The cash book records only receipts on account of income, monthly 
totals of which are posted to the income accounts in the general 
ledger. Instead of being the means of establishing an independent 
control over subsidiary income and deposit records, kept by the assis* 
tant secretary, the entries are merely copied from a book kept by him, 
and are unsupported in the bookkeeper's office by receipts or docu- 
ments of any kind. 

The rent and special privilege ledger prior to January, 1907, re- 
corded only income collected from the various concessions as shown 
by the cash book and made no attempt at setting up accruals due and 
unpaid. Subsequent to that date monthly charges have been placed 
upon the books on advice from the assistant secretary. The accounts 
are not supported in the bookkeeper's office by vouchers or documents 
of any kind and originate mostly from the verbal statement of the 
assistant secretary, although the assistant secretary claims that what- 
ever vouchers and documents are on file are of easy access to the 
bookkeeper. 

The bill ledger is a book in which all supply vouchers are entered 
under the dealers' names. It contains only vouched claims. 

The general ledger contains four classes of accounts, namely: ap- 
propriation accounts, corporate stock and bond fund accounts, income 
receipt accounts and an account with the city chamberlain or cash. 
The appropriation accounts, corporate stock and bond fund accounts 
and income accounts are carried in detail. The credits to the ap- 
propriation accounts are taken from the budget; the credits to the 
stock and bond fund accounts are taken from authorizations without 
regard to whether the bonds have been sold and the funds are avail- 
able; the income accounts are set up from cash receipt3. 

The system of accounts kept by the bookkeeper as thus presented 
is not only Incomplete, but In many of Its aspects, Is unnecessary 
and useless. The voucher book gives a control over the vouchers 
chargeable to the appropriation accounts and the stock and bond fund 
accounts. 

Whether from the point of view of control, or from the point of 
view of added information to be obtained, the audit book Is unnecessary 
and a useless repetition of work. The bookkeeper's record is not only 
kept as an uncontrolled account of contract and open market orders, 
but in so far as voucher charges entered therein are made the basis for 
cancellation, it Is a repetition of work that Is already done in the 
general ledger. The contract and open market orders reserve may 
be obtained by a column or columns under the titles of accounts kept f ^°^|°{iate 
In the general ledger, without the use of such a collateral record. The Uncontrolled 
duplication of the assistant secretary's cash book and rent and park *"* Wasteful 
privilege ledger in the bookkeeper's office is unnecessary, as the 
original books themselves should be kept in the latter office. The 
bill ledger also serves little or no purpose. Not only is the central 
accounting system as presented by those books almost wholly lacking 
In elements of administrative control, but the labor which is put upon 
the records is largely lost in the multiplication of work which does not 
give an added check or convenience to the office. 
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An niustration of Defective Bookkeeping 

In the course of the examination it was discovered that there was 
a large number of apparently unused corporate stock and appropriation 
balances on the general ledger which had been inactive for a series of 
years. These balances, shown in Exhibits Q and R, were drawn from 
the old ledger, including accounts from 1887 to 1895, and from the cur- 
rent ledger, which includes accounts from 1896 to the present date. 
The corporate stock balances (Exhibit Q II) show the balances carried 
on the old ledger and not brought forward to the current ledger; Ex- 
hibit Q I shows the balances on the current ledger, the larger num- 
ber of which are active. These exhibits state the name of the ac- 
count, the date and amount of the various authorizations, the periods 
in which the account apparently became inactive and the amount of 
the balance at November 30th, 1907. Exhibit Q ip shows the total 
balances that were inactive, active or authorized and unused November 
30th, 1907, and the period in which they became inactive, as shown 
on Exhibits Q I and n. These exhibits were taken to the department 
, of finance to prove their accuracy, but it was found that reconcilement 
could not be made without considerable time being spent in searching * 
the old records. The following information, however, was obtained: 

Of the forty-six accounts which were inactive in 1907, the books 
of the department of finance showed the same balance for eighteen 
accounts, those which are seen to be starred on Exhibits Q I and n. 
The books show balances at variance with those of the department of 
parks in eleven accounts. It seems probable, from its nature, that one 
account had been transferred to the borough president of Manhattan 
at the time of the consolidation in 1897. Four accounts had probably 
been transferred to the department of parks, borough of Bronx. Of 
twelve accounts no trace at all could be found on the comptroller's 
book for the last few years; they possibly have been exhausted. Know- 
ledge of the actual disposition of open balances could not be obtained 
from recent books and could be established only with great labor. 

1 Accounts on the books of the department of finance whose balances 

were the same as shown by the department of parks, Manhattan 
and Richmond: 

Nos. 9, 11, 13, 16, 42. 43, 45, 46, 49, 52, 53, 54, 55, 57, 62, 64. 
73, 75. 

2 Accounts on the books of the department of finance whose balances 

did not agree with those shown by the department of parks. 

Manhattan and Richmond: 
Nos. 1, 5, 7. 10, 41. 47, 48, 58, 59, 63, 71. 
Inactive 3 Account probably transferred to borough president of Manhattan: 

Accounti Closed out — ^No. 61. 

4 Accounts probably transferred to department of parks, borough of 

Bronx: 

Still active—Nos. 60, 72. 
Closed out— Nos. 68, 74. 

5 Open balances on the books of the department of parks which 

could not be found at all on books of the department of finance 
of recent years: 
Nos. 3, 4, 39a, 40, 44, 50, 51, 56, 65, 66, 67, 69. 
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Only the appropriation balances found in the old ledger were 
drawn off. These were shown on Exhibit R I. Exhibit R II shows 
the appropriation balance on the books of the department of finance 
which were open on December thirty-first, 1907, for 1897 and prior 
years. These balances may result from cancellation of warrants by 
the department of finance not reflected in the department of parks be- 
cause of failure of the department of finance to notify the bookkeeper 
in the department of parks of such action. They may also result from 
the failure of the bookkeeper to make entries of notices received. 
According to the department of finance, $114.30, a balance held as se- 
curity on a contract, will be closed out this year, and the other bal- 
ances will be transferred to the general fund in April, 1908. Conse- 
quently the department of parks should have all of the balances which 
are shown on Exhibit R I closed out at that time. 

Of the thirty-one accounts represented on Exhibit R I, one, No. 6, 
was found to be the same on the books of the department of finance 
as on those of the department of parks; No. 1 disagreed by 25c.; and S^fgp'®® 
the remaining twenty-nine — 2, 3, 4, 5 and 7 to 31 Inclusive— could not comptroller's 
be found on the comptroller's books at all, while the books of the de- ^ooka 
partment of finance had nine accounts not shown on those of the de- 
partment of parks. 

Immediate steps should be taken to reconcile the books of the de- 
partment with those at the comptroller's office. A system of control 
should be instituted by the department of finance which would make 
such a state of affairs impossible in the future. It seems probable 
that in some cases at least corporate stock balances are allowed to 
stand on the books after the work for which they were created has 
been completed. In such cases, it is natural that continual attempts 
would be made to charge items erroneously against such balances. If should Be 
such accounts were closed as soon as the purpose for which they were ^^°™J^^^jj 
created is completed, it would help to bring the city's finances under 
the control of the appropriating authorities. In like manner, we be- 
lieve appropriation balances should receive more prompt attention. 
The outstanding orders and unfilled contracts should be reported at 
the close of the year instead of in April of the succeeding year, and 
the remaining balances should be written off the department books 
at once. 
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Section V 

SUGGESTED PLAN FOR BEVISION OF THE ACCOUNT- 
ING SYSTEM OF THE DEPARTMENT OF PARKS, 
BOROUGHS OF MANHATTAN AND RICHMOND 

The plan as proposed by the Bureau embraces four dis- 
tinct classes of record, viz.: 

1 Files of original documents, serially numbered, each document to 

be properly verified, authenticated and approved, as the original 
evidence of transactions to be accounted for. 

2 Registers of documents by classes, each document to be recorded 

chronologically and in such detail that the register Itself may 
be used as secondary evidence to prove the essential facts in 
case of loss of an original document. 

3 Subsidiary ledgers of detailed accounts for each class of transac- 

tions to be posted from the original documents. 

4 A general ledger of controlling accounts to be posted from the 

monthly totals of the registers through the medium of a general 
journal. 

Original Documents 

The administrative significance of a complete file of or- 
iginal documents, properly verified, authenticated and ap- 
proved, ean not be overestimated. The absence of such orig- 
inal evidence in the past has been a fundamental weakness of 
the whole accounting system of the city of New York. In 
every instance where an issue of breach of trust, infidelity or 
inefficiency has been brought before the courts, failure to con- 
vict or to sustain a dismissal from the service has been due not 
to inadequacy of law but to insufficiency of evidence. Both ' 
public justice and efficient administration have suffered from 
lack of records by means of which civil responsibility and. 
criminal neglect of duty may be fastened on those charged 
with public business. The underlying principle of the pro- 
posed plan of accounting reform is to provide legal evidence 
from which every act of every person in a responsible posi- 
tion, connected with any part of a transaction for the city, may 
be proved. Following are the classes of authenticated docu- 
ments which may be used for fixing responsibility and for es- 
tablishing the authority upon which original accounting en- 
tries are to be made: contracts, requisitions for purchases, 
orders against contracts, open market orders, invoices, time 
books and time sheets, payrolls, expenditure vouchers, requisi- 
tions on storekeepers, requisitions for repairs, inventories, 
leases, concessions, permits, cash receipt forms, receipt vouch- 
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for lease and concession rebates, advices of appropriations, ad- 
vices of bond funds authorized, advices of bond funds avail- 
able, advices of refunds and cancellations, storekeeper's re- 
ports, repair shop reports, stable reports, greenhouse reports, 
nursery reports, manure pit reports. 

In the preparation of these documents the Bureau has not 
only considered the several administrative purposes to which 
they are to be put, but it has also had the advice of the best 
legal talent available to the end that every rule of evidence, 
both civil and criminal, may be covered. The certificates at- 
tached to the documents and the authentications are so framed 
as to give notice to each person signing that he is personally 
responsible for every fact to which such certificate or authenti- 
cation may apply. For example, certificates as to the quality 
and quantity of goods received and certificates of inspection 
contain the words, "by me personally". Time sheets are to 
be signed by those responsible for personal knowledge of the 
whereabouts of those entered on the book or roll. Every pains 
has been taken not only to locate responsiblity, but to give no- 
tice of such responsibility to those who sign. Each document 
is also prepared and properly authenticated in two or more 
copies which will be filed and made the basis of record in dif- 
ferent ofiices, thus safeguarding against the loss of original 
evidence. If these documents are installed, failure of evidence 
will mean failure to administer, for which the administrative 
head will be responsible. 

Registers of Original Documents 

The registers of original documents proposed (Exhibit S) have a 
doable purpose: 

1 That of providing secondary evidence of each transaction in case 

of the loss or misplacement of the original document, the filing 
number and the content giving a reference to the files of 
originals in other offices; and 

2 That of providing accounting records of documents by classes, 

from which the totals to each class may be used to prove the 
accuracy and completeness of the detailed subsidiary books of 
account. 

Subsidiary Ledgers of Detailed Accounts 

The purpose of subsidiary ledgers of detailed accounts is to 
classify the transactions of the department so that every administra- 
tive question may be immediately answered. These ledgers are shown 
in Exhibit S, and are to have the same classification as the registers, 
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so that the totals of the posting^s to the detailed accounts may be 
proved to the totals of the registers. That is to say: Each transac- 
tion Is to be posted from the original document, one entry to be made 
to a register, the other entry to be made to a ledger account. These 
postings being Independently made, any omission or error as to amount 
would be discovered from the lack of correspondence In totals. Each 
posting Is to have a reference to the document from which the posting 
has been made, so that at any time the account may be proved by 
original evidence of the transaction. 

The Greneral Ledger 

The purpose of the general ledger Is entirely administrative. It is 
to carry controlling accounts with the subsidiary records. The post- 
ings are to be made monthly from the totals of the registers, with such 
other and adjusting entries as may come directly from a general jour- 
nal. The general ledger bookkeeper is therefore in a position to know 
what the total of each subsidiary ledger trial balance should be before 
the subsidiary ledger is closed. In case of any difference between his 
accounts and the totals of trial balances rendered, he will know that 
an error has been made by the subsidiary bookkeepers. 

The general plan of the system of accounting is graphically de- 
scribed on Chart IV, hereto attached. In the draft the general ledger 
with its controlling accounts occupies a central position. All of the 
subsidiary records and supporting documents are grouped around the 
general ledger, the supporting documents being shown as solid-line 
parallelograms, the registers of documents as circles and the subsidiary 
ledgers as dotted squares. The nineteen general ledger accounts are 
in the following classes: 

1 Income and expense: 

a Income — ^leases, park privileges, permits, etc.; 
b Expenses. 

2 . Assets — ^actual: 

c Cash; 

d Accounts receivable; 

e Stores; 

f Work in progress; 

g Construction and property. 
■3 Assets — contingent: 

h Contracts and open market orders. 
4 Assets — trust: 

1 City chamberlain. 
:5 Liabilities — ^actual: 

j Invoices payable; 

k Audited vouchers. 
«6 Liabilities — contingent : 

1 Reserves for contracts and open market orders. 

7 Liabilities— trust : 

m Special deposits — street openings. 

8 Appropriation and bond fund accounts and reserves — ^fund ac- 
counts: 



n Budget allowances; 
o Bond funds authorized; 
p Bond funds (available). 
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9 Appropriation and reserve accounts: 
q Reserves for appropriations; 
r Reserves for bond funds authorized; 
s Reserves for bond funds (available). 

The classification of accounts on the general ledger suggests an- 
other purpose which it may serve, viz.: that of enabling the commis- 
sioner or any person interested to obtain a summary financial and 
operative statement at the close of each month, and, errors and omis- 
sions excepted, before the subsidiary and detailed books may be closed. 
Such a statement when taken ofC also serves as a trial balance to 
which the subsidiary books may be proved, the trial balances of the 
subsidiary books furnishing the supporting details to each item on the 
general or summary statement. 

A list and description of the proposed records, supporting data and 
closing journal entries will be found in Exhibits S, T, U, and V. The 
general plan of expenditure accounts and procedure is similar to that 
<ievised by a joint committee composed of representatives of the de- 
partment of finance and representatives of the Bureau, which is now 
being installed in the department of health, street cleaning, water sup- 
ply, gas and electricity, and Bellevue and allied hospitals. The other 
accounts have been devised by the Bureau with special reference to 
the work of the department of parks. 

The contrast between the system here suggested and that in pres- 
ent use is strongly presented in Chart V, hereto attached. The names 
of books and records on the chart of the suggested system (IV) have 
been omitted from Chart V and the names of books and records now 
used substituted. The vacant spaces show how incomplete is. the 
present system. 

Income Accounts 

To the end that the accuracy of records of concessions and cash 
receipts may be reduced to accounting control, it is suggested that 
the books described in Exhibits S, T, U, V, be installed in the ofllce 
of cashier, under the jurisdiction of a department accountant. The 
general theory is that the income shall be set up as receivable ac- 
counts accrue. When rentals and concessions become chargeable to 
lessees and concessionaires, these charges shall appear on the books 
of the department as accounts receivable till paid, rebated or can- 
«celled by proper authority. In case of contracts under which rebates 
are allowed on account of repairs, provision is made for settling up 
the full amount of the rental or concession charge, the rebate to be 
allowed only after an audit of the expenditures for repairs claimed. 
This will permit of a proper accounting for income and expenses, so 
far as these transactions are to be considered. Serious question is 
raised with respect to the advisability of continuing the practice of 
allowing such rebates, but so long as such contracts are entered into, 
the facts should be fully shown. 

55 



Expense Accounts 

At the present time, as has been pointed out, the department of 
parks, boroughs of Manhattan and Richmond, has no true expense ac- 
counts. Some steps have been taken to introduce a method of obtain- 
ing expense data statistically. Such data, however, under the plan 
as outlined by the superintendent of supplies and repairs, would not be 
under control and their accuracy could not be proved. Under the 
plan proposed by the Bureau the expenses would be taken up from 
two sources, viz.: 

1 From the invoices and payrolls chargeable directly to expense, and 

2 From reports: 

a Of stores distributed; 

b Of repairs requisitions completed; 

c Of the stable foreman as to the places where horses and carts 

had been used; 
d Of the head gardener as to plants used in the various parks; 
e Of the head arboriculturist as to trees and shrubs used in 

the various parks; 
f Of the foreman at the manure pit as to manure used in the 
various parks. 
By these methods all of the expenses of the parks would be dis- 
tributed to the various expense accounts needed for purposes either 
of administrative intelligence or of published report. The informa- 
tion would also be valuable in the preparation of estimates for the 
budget The detailed classification of expense accounts and forms of 
monthly expense summaries proposed by the Bureau are found in Ex* 
hibits W and X. 

Asset Accounts 

In common with the other departments of the city the department 
of parks has taken no account of assets. It does not even attempt ta 
control stores accounts and accounts receivable. In two cases there 
are records of horses kept by the department, but these records are 
only memoranda and the balances are not reflected on the general 
books. Annual inventories are taken of rolling stock, harness, tools, 
etc., but no accounting use is made of them. Even such records are 
lacking in the general ofiice. As kept, these inventories do not serve 
as a proper basis for checking or controlling the fidelity of persons 
charged with property and equipment. More than this, all permanent 
improvements, as construction work, are written off the books annually. 
The cost of buildings, for example, may not be determined except after 
the laborious process of tracing payments through the ledgers and re- 
sorting to voucher analysis. 

Under the plan proposed by the Bureau there are three classes 
of asset accounts which are to be set up and regularly kept, viz., actual 
assets, contingent assets, trust assets. 

The actual assets for which accurate and detailed accounts are ta 
be established under the control of the general ledger are cash, ac- 
counts receivable, stores, work in progress, construction and property. 
The contingent assets are supplies, materials and construction under 
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contracts and open market orders which have not been received or 
completed, but for which the city has incurred a contingent liability. 
The trust assets are deposits to guarantee the restoration of pave- ^escrlption 
ments in case of street openings, these deposits being special in na- Assets 
ture and to be returned on certificate of the engineer when the pave- 
ment shall have been restored. 

The significance of each of these accounts would seem to require 
no argument. The cash is already carried on the general ledger, 
although the method by which it is set up does not enable the general 
bookkeeper or accountant to control the subsidiary records. The fidelity 
of storekeepers cannot be controlled in any way other than by the 
keeping of detailed stores accounts which may be proved to a general 
account independently established for the purpose of setting up a 
balance of stores for which the storekeeper is responsible. Moreover, 
where supplies and materials purchased are delivered to the store- 
houses and from those points distributed to the work, a stores ac- 
count is essential to a true expense accounting. The same is true of 
a proper accounting for repairs. Unless detailed accounts are kept 
of the labor and material cost of making each class of repairs, the 
repair expense may not be accurately determined and the materials 
purchased for repairs may not be properly accounted for. 

The administrative importance of asset accounts has been wholly 
overlooked. The advantage of such accounts attaches to construction 
and property accounts as well as to cash, accounts receivable, stores 
and work in progress. Unless construction accounts show the cost 
of each essential element to a construction, there is no basis for judg- 
ment as to whether the construction outlay has been excessive, nor 
is there any basis in experience to guide in the making of future con- 
struction contracts. Instead, everything must depend on the esti- 
mates and certificates of engineers. After a structure has been com- Admlnlstratlvo 
pleted it then becomes a part of the permanent property. As a matter o?^sset ^^ 
of administrative experience, the permanent property of the city Accounts 
should have a broad classification under "land", "structures", and 
"equipment", as each of tftiese elements of property has distinct ad- 
ministrative problems attached to it. Under the present accounting 
scheme not only are there no exact data as a basis for administration 
of properties, but there is not in the department of parks or in the 
department of finance even a list of the properties owned. Although 
it would require months, perhaps years, to make up such a record for 
the city, it should be done. 

Liability Accounts 

The purpose of the liability accounts suggested is that the city 
may at all times know the liabilities incurred through the department 
of parks, and that the department of parks may know whether its 
record of liabilities is correct. 

The liability accounts proposed have the same general classifica- 
tion as the asset accounts above described, viz.: actual liabilities, con- 
tingent liabilities, trust liabilities. 
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The actual liabilities are in the nature of invoices payable, i 
rolls payable and audited vouchers payable. The contingent lial 
ties are the incomplete contracts and open market orders outstandi 
The trust liabilities are those for moneys received in trust to guar 
tee the restoring of pavements and which must be repaid to tn 
claimants. The importance of each class of liabilities mentioned ca 
not be questioned. This being true, there can be no question as 
the need for control over the accuracy of the books on which the i 
tails of such accounts are carried. At the present time, to find ti 
LhLbim?es ^°*^^ ®^ invoices payable would require that all unvouchered invoi<Si 

be looked up and listed. In other words, they must be taken up i 
inventory without any supporting accounts. The total of continget 
liabilities on orders and contracts may be obtained only from takiq 
a list of the uncancelled memoranda kept in the bookkeeper's recori 
over the accuracy of which there is no control, and concerning thi 
liabilities for which no statement is at present made until April q 
each year. In consequence, orders issued and filled in the early part 



of each new year may be dated back and charged against unused a] 
propriation balances of the preceding year. 

Appropriation and Bond Fund Accounts and Reserves 
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The appropriation and bond fund accounts as provided in the plail^ 
proposed are: budget allowances, bond funds authorized, bond fundsl 
available. The account "budget allowances" is to contain the total- 
of the park budget which is available for the authorized expenditures . 
of the current year. The "bond funds authorized" account is to con-' 
tain the total of balances of bond funds authorized but unissued or un- 
available. The "bond funds available " account is to contain the total ; 
of balances of funds transferred for the use of the department under 
authorizations, and consequently the balances available for meeting 
contract and open market order charges. The accounts of appropria- 
tion and bond fund reserves represent the totals of the balances of de- 
tailed accounts carried on subsidiary ledgers, The balance of the "re- 
serves for appropriations" account on the general ledger is to be the 
total of all of the balances of detailed appropriation accounts carried 
on the appropriation ledger. The same is true of "reserves for bond 
funds authorized" and "reserves for bond funds available". These ac- 
counts are not in the nature of assets and liabilities, but are in the 
nature of authorities to draw and restrictions on appropriations and 
bond funds. 

Operative Records 

In connection with the accounting plan proposed, it is suggested 
that the department should have such accompaniment of statistical and 
operative records as would enable each responsible head of work to 
report the details of management necessary to a proper interpretation 
of the accounts in terms of cost as well as of administrative result 
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In some instances these statistical records would also be' made a 
basis for accomiting distribution, as in the case of the stable foreman's 
report. As a matter of cost keeping, it is desirable to have a classified 
administrative accounting for the stable as such, showing such ele- 
ments of cost as salaries and wages, stable supplies, forage and bed- 
ding, repairs of stable, etc. The stable, however, is maintained for 
the purpose of providing horse and cart service to the several divisions Operative 
of the work. In order to show the cost of these several divisions of proposed 
work, therefore, it would be necessary to distribute the stable cost 
The only scientific basis for such a distribution would be the daily 
horse census that would distribute the cost of the stable in propor- 
tion to the total number of days that horses are used in each branch 
of the park service. Otherwise, the distribution would of necessity 
be arbitrary and without any exact relation to cost. 

The Administrative Advantages of a Complete System of 

Record 

The administrative advantage of a complete and controlled 
system of record lies in the completeness and accuracy of in- 
formation which is essential to the exercise of intelligent judg- 
ment in the direction and management of parks. In the past, 
the park commissioner has been required to rely on his personal 
inspection of the activities for which he is responsible, or on 
his personal contact with subordinates. In an organization so 
widely scattered and having a volume of business so great it 
is impossible for one at the head to know the significant gen- 
eral relations, to say nothing of the details, except through tor^^^^ 
the instrumentality of accurate records and prompt current Re?o^ds^ 
reports. By such means the significant data summarized and 
in detail would be brought constantly before his attention for 
review and he would be able better to direct not only the work 
of those under him, but also his own inquiries as to manage- 
ment, economy and eflSciency of service. Such records also, 
when properly marshalled and summarized, give to responsible 
heads a perspective which it would be impossible to retain in 
the memory, even though the management were continuous and 
not subject to the incidents and accidents of political appoint- 
ment and removal. 
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Exhibit A I , 

STATEMENT OF PABKS, BOROUGHS OF MANHATTAN 
AND RICHMOND, SHOWING THE ACREAGE, DATE 
OF ACQUISITION AND ASSESSED VALUA- 
TION, TOGETHER WITH VARIOUS 
OTHER FACTS PERTAINING 
TO INDIVIDUAL PARES 

Parks Improved: Manhattan 



Order of acquisition 
Name 

1 Battery Park 



Location, acreage, cost and value 

Located between State and Whitehall Streets, 
Battery Place, Hudson and East Rivers and 
New York Bay. Filled in since 1723 from 
State Street to present water line by muni- 
cipality. 

Contains: band-stand; comfort stations. 

Acreage: 21,199. 

Dates of acquisition: 1686, 1790, 1821. 

Assessed valuation 1907: $15,025,000.00. 



2 Bowling Green 



Located at the southerly end of Broadway, 
Whitehall Street. Acquired by succession. 
Used on lease for playing bowls in 1732. 
In 1770 a statue of George III was erected 
there. In 1786 the property was laid out 
as a park. 

Acreage: .517. 

Date of acquisition: 1686. 

Assessed valuation 1907: $1,750,000.00. 



3 Bryant Park 



Located between 5th and 6th Avenues, 40th 
and 42nd Streets. Acquired by succession 
under the charters of 1686 and 1730, ex- 
cepting the corner of 6th Avenue and 42nd 
Street, which came into the possession of 
the city in 1847. 

Contains: band-stand; comfort station. 

Acreage: 4.775. 

Dates of acquisition: 1686 and May 11, 1847. 

Cost of acquisition: $2,400.00. 

Assessed valuation 1907: $6,000,000.00. 



4 City Hall Park 



Located between Broadway, Chambers 
Street, Mail Street and Park Row. This 
was part of the "Common Lands" used by 
the Dutch settlers for the grazing of cattle. 
Acquired by succession. 

Contains: comfort stations. 

Acreage: 8.239. 

Dates of acquisition: 1686 and Oct. 6, 1795. 

Assessed valuation 1907: $28,300,000.00. 
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Order of acquisition 
Name 

5 East 17th St. 
Park 



Location, acreage, cost and value 

Located between East River, 17th to 18th 
Streets, and Avenue G. Opened as a park 
in 1893. Transferred by Department of 
Docks and Ferries to Department of Parks 
about 1902. 

Contains: playground; gymnasium; comfort 
station. 

Acreage: 1.037. 

Date of acquisition: 1686. 

Assessed valuation 1907: $85,000.00. 



6 Jeannette Park 



7 Rutgers Park 



Located at Front and South Streets and 

Goenties Slip. 
Acreage: .728. 
Date of acquisition: 1686. 
Assessed valuation 1907: $375,000.00. 

Located at Rutgers Slip and South Street. 

Acreage: .478. 

Date of acquisition: 1686. 

Assessed valuation 1907: $60,000.00. 



8 Duane St. Park 



9 Beach St. Park 



Located at Duane and Hudson Streets. 
Acreage: .108. 

Date of acquisition: June 20, 1797. 
Assessed valuation 1907: $100,000.00. 

Located at Beach and Hudson Streets. 

Acreage: .038. 

Date of acquisition: 1810. 

Gost of acquisition: $6,825.00. 

Assessed valuation 1907: $50,000.00. 



10 Canal St. Park 



Located between Canal, West and Hoboken 

Streets. Part of old Clinton Market. 
Acreage: .318. 
Date of acquisition: 1827. 
Assessed valuation 1907: $75,000.00. 



11 Washington Sq. 
Park 



Located at West 4th Street to Waverly Place", 
McDougal Street to University place; Old 
Potters Field. It was laid out as "Potters 
Field " in 1797. Three acres were added 
in 1827. Later it was known as the Parade 
Ground, and was made a park in 1871. 

Contains: band-stand; comfort station. 

Acreage: 8.115. 

Date of acquisition: 1827. 

Cost of acquisition: $77,970.00. 

Assessed valuation 1907: $3,000,000.00. 



12 Cooper Park 



Located at 7th Street between 3rd and 4th 

Avenues. 
Contains: comfort station. 
Acreage: .229. 

Date of acquisition: Dec. 23, 1828. 
Assessed valuation 1907: $70,000.00. 
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Order of acquisition 
Name 

13 Abingdon Square 



Location, acreage, cost and value 

Located at 8th Avenue, West 12th and Hud- 
son Streets. 
Contains: band-stand. 
Acreage: .202. 
Date of acquisition: 1831. 
Assessed valuation 1907: $75,000.00. 



14 Jackson Square 
Triangle 



Located between 8th and Greenwich Avenuea 

and Horatio Street. 
Acreage: .227. 
Date of acquisition: 1831. 
Assessed valuation 1907: $75,000.00. 



15 Union Square 



Located at 4th Avenue to Broadway, 14th to 
17th Streets. Acquired by succession. A 
cemetery was located on the site of Union 
Square, and abandoned in 1815. 

Contains: comfort stations. 

Acreage: 3.483. 

Date of acquisition: 1833. 

Cost of acquisition: $116,051.00. 

Assessed valuation 1907: $4,004,000.00. 



16 Tompkins Square 
Park 



Located at Avenue A to Avenue B, 7th Street 
to 10th Street. 

Contains: playground; gymnasium; band- 
stand; comfort stations. 

Acreage: 10.508. 

Date of acquisition: 1834. 

Cost of acquisition: $93,358.00. 

Assessed valuation 1907: $3,000,000.00. 



17 Stuyvesant Park 



18 Christopher St. 
Park 



Located at Rutherford Place, 15th to 17th 
Streets, Livingston Place and 2nd Avenue. 
Contains: comfort station. 
Acreage: 4.229. 
Date of acquisition: 1836. 
Assessed valuation 1907: $1,476,000.00 

Located at Sheridan Square, Christopher 
Street, West 4th Street and Grove Street 
Acreage: .139. 

Date of acquisition: Jan. 28, 1836. 
Assessed valuation 1907: $40,000.00. 



19 Madison Square 



Located at 5th Avenue, Madison Avenue, 
23rd to 26th Streets. Acquired by succes- 
sion. In 1794 this was "Potters Field" 
grave-yard, which in 1797 was transferred 
to Washington Square. The U. S. Govern- 
ment had an arsenal there from 1806 to 
1839. 

Contains: band-stand; comfort stations. 

Acreage: 6.840. 

Dates of acquisition: 1837, 1847. 

Cost of acquisition: $65,952.00. 

Assessed valuation 1907: $8,000,000.00. 
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Order of acquisition 
Name 

20 Mount Morris 
Park 



Location, acreage, cost and value 

Located at 120th to 124th Streets, Madison 

and Mt. Morris Avenues. 
Contains: band-stand; comfort stations. 
Acreage: 20.174. 

Date of acquisition: Sept. 4, 1839. 
Cost of acquisition: |25,743.00. 
Assessed valuation 1907: $4,500,000.00. 



21 Manhattan Square 



Located at 72nd to 81st Streets, Columbus 
Avenue and Central Park West. Purchased 
under chapter 15, laws of 1807. 

Acreage: 17,582. 

Date of acquisition: 1840. 

Cost of acquisition: $54,657.00. 

Assessed valuation 1907: $10,200,000.00. 



22 Central Park 



23 Broadway Parks 



Located at 59th to 110th Streets and 5th to 

8th Avenues. 
Contains: band-stand; comfort stations; play- 

ground; gymnasium; menagerie; etc. 
Acreage: 843.019. 
Dates of acquisition: 1856; 1863. 
Cost of acquisition: $5,406,178.89. 
Assessed valuation 1907: $215,000,000.00. 

Located in the center of Broadway, from 60th 

to 122nd Streets. 
Date of acquisition: 1855. 



24 Empire Park, 
North, Triangle 



25 Empire Park, 
South, Triangle 



26 Schuyler Square 



Located at Broadway, Columbus Avenue, 66th 

Street and Lincoln Square. 
Acreage: .069. 

Date of acquisition: June 15, 1868. 
Assessed valuation 1907: $110,000.00. 

Located at Broadway, Columbus Avenue and 

63rd Street. 
Acreage: .344. 

Date of acquisition: June 15, 1868. 
Assessed valuation 1907: $325,000.00. 

Located at Broadway, 106th Street and West 

End Avenue. 
Acreage: .072. 

Date of acquisition: July 15, 1868. 
Cost of acquisition: $32,500.00. 
Assessed valuation 1907: $30,000.00. 



27 Sherman Square, 
North and South 
Triangles 



Located at Broadway, 72nd Street and Am- 
sterdam Avenue. 
Acreage: .095. 

Date of acquisition: June 15, 1868. 
Assessed valuation 1907: $300,000.00. 



28 Morningside Park 



Located at 110th to 123rd Streets, Morning- 
side Avenue West, Manhattan and Colum- 
bus Avenues. 
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Order of acquisition 
Name 



29 Triangle 



30 Greeley Square 
Triangle 



31 Herald Square 
Triangle 



Location, acreage, cost and value 

Contains: band-stand; comfort stations. 

Acreage: 31.238. 

Date of acquisition: 1871. 

Cost of acquisition: $721,388.40. 

Assessed valuation 1907: $4,000,000.00. 

Located at Manhattan Avenue and 114th 

Street 
Acreage: .018. 

Date of acquisition: July 11, 1871. 
Assessed valuation 1907: $20,000.00. 

Located at 32nd Street, 6tli Avenue and 

Broadway. 
Contains: comfort stations. 
Acreage: .144. 

Date of acquisition: July 5, 1872. 
Assessed valuation 1907: $400,000.00. 

Located at $4th and 35tli Streets and 6th 

Avenue. 
Acreage: .042. 

Date of acquisition: July 5, 1872. 
Assessed valuation: $175,000.00. 



32 East River Park 



Located at Avenue B, 84th to 89th Streets 
and East River. 

Contains: playground; gymnasium; band- 
stand; comfort stations. 

Acreage: 12.546. 

Date of acquisition: May 29, 1891. 

Cost of acquisition: $522,118.88. 

Assessed valuation 1907: $1,660,000.00. 



^33 Hudson Park 



Located at Hudson, Leroy and Clarkson 
Streets. Old St. John's Cemetery. 

Contains: playground; gymnasium; band- 
stand; comfort stations. 

Acreage: 1.700. 

Date of acquisition: 1891. 

Cost of acquisition: $533,765.00. 

Assessed valuation: $600,000.00. 



34 Mulberry Bend 
Park 



Located at Baxter, Mulberry, Bayard and 

Park Streets. 
Contains: band-stand; comfort stations. 
Acreage: 2.750. 
Date of acquisition: 1891. 
Cost of acquisition: $1,706,779. 
Assessed valuation 1907: $1,125,000.00. 



35 Riverside Park 



Located at 72nd to 129th Streets and North 

River. 
Contains: comfort stations. 
Acreage: 140.037. 
Date of acquisition: Dec. 30, 1891. 
Cost of acquisition: $8,920,459.72. 
Assessed valuation 1907: $9,000,000.00. 
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Order of acquisition 
Natae 

36 Harlem Land Park 



Location, acreage, cost and value 

Located at Macomb's Dam Road, 153rd Street 

and 7th Avenue. 
Acreage: 1.270. 
Date of acquisition: 1892. 
Cost of acquisition: $180,000.00. 
Assessed valuation 1907: $130,000.00. 



37 



Corlears Hook 
Park 



38 Thomas Jefferson 
Park 



39 Kilpatrick Square 
Triangle 



Located at Cherry, South, Jackson and Cor> 
lears Streets. 

Contains: playground; gymnasium; band- 
stand; comfort stations. 

Acreage: 8.300. 

Date of acquisition: July 17, 1893. 

Cost of acquisition: $1,370,421.00. 

Assessed valuation 1907: $600,000.00. 

Located at 111th Street, 1st Avenue, 114th 

Street and Harlem River. 
Contains: playground; gymnasium; bath; 

comfort stations; band-stand. 
Acreage: 15.529. 
Date of acquisition: 1894. 
Cost of acquisition: $2,886,354.71. 
Assessed valuation 1907: $1,189,000.00. 

Located at 7th Avenue, 117th Street and St. 

Nicholas Avenue. 
Acreage : .074. 

Date of acquisition: June 18, 1896. 
Assessed valuation 1907: $35,000.00. 



40 Wm. H. Seward 
Park 



Located at Essex Street, East Broadway, 
Canal, Hester and Jefferson Streets. 

Contains: playground; gynmasium; bath; 
comfort stations; band-stand. 

Acreage: 3.315. 

Date of acquisition: June 22, 1897. 

Cost of acquisition: $1,859,979.74. 

Assessed valuation 1907: $1,500,000.00. 



41 Hamilton Fish Located at Houston, Stanton, Pitt and Sher- 

Park iff Streets. 

Contains: playground; gymnasium; bath; 

comfort stations; band-stand. 
Acreage: 3.673. 

Date of acquisition: June 22, 1897. 
Cost of acquisition: $1,771,061.94. 
Assessed valuation 1907: $1,050,000.00. 



42 



De Witt Clinton 
Park 



Located between 11th and 12th Avenues, 52nd 
and 54th Street. 

Contains: playground; gynmasium; children's 
school farm; bath; comfort stations; band- 
stand. 

Acreage: 7.377. 

Date of acquisition: May 13, 1901. 

Cost of acquisition: $1,289,736.28. 

Assessed valuation 1907: $1,150,000.00. 
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Order of acquisition 
Name 

43 Paradise Park 



44 Roger Morris Park 
(Jumel Mansion) 



45 St. Gabriel's Park 



46 Hancock Square 



47 Park Avenue 
Parks 



48 Ryan Park 

49 Triangle 



50 Grand St. Park, 
Triangle 



Location, acreage, cost and value 

Located at Worth and Park Streets and Mis- 
sion Place. 
Acreage: .114. 

Date of acquisition: March 4, 1902. 
Cost of acquisition: $184,724.67. 
Assessed valuation 1907: $90,000.00. 

Located at Jumel Terrace, Edgecombe Road, 

160th to 162nd Streets. 
Acreage: 1.546. 

Date of acquisition: Oct. 20, 1903. 
Cost of acquisition: $235,00.00. 
Assessed valuation 1907: $125,000.00. 

Located at 35th, 36th Streets, 1st to' 2nd 

Avenues. 
Contains: playground; gymnasium; comfort 

station. 
Acreage: 2.947. 

Date of acquisition: July 16, 1903. 
Cost of acquisition: $1,034,711.^0. 
Assessed valuation 1907: $550,000.00. 

Located at St. Nicholas Avenue and 123rd 

Street. 
Acreage: .072. 
Assessed valuation 1907: $35,000.00. 

Located at 34th to 40th Streets and 56th to 

96th Streets. 
Total acreage: 8.118. 

Located between 1st and 2nd Avenues and 

42nd Street. 
Acreage: .180. 

Located at St. Nicholas Avenue, 149th Street 

and St. Nicholas Place. 
Acreage: .024. 
Assessed valuation 1907: $13,000.00. 

Located at Grand and Scannel Streets, Bast 

Broadway. 
Acreage: .630. 
Assessed valuation 1907: $75,000.00. 



Parks Improved: Richmond 



Port Richmond, 
S. L 



Located at Broadway, Bennett Street, Her- 

berton Avenue, and Vi?eeland Street. 
Contains: band-stand. 
Acreage: 1.280. 
Assessed valuation 1907: $23,000.00. 



Washington Square Located at Bay, Water and Canal Streets. 
Stapleton, S. I. Contains: band-stand. 

Acrease* 1.460. 

Assessed valuation 1907: $88,000.00. 



Parks Unimproved: Manhattan 

Order of acquisition 
Name 



Location, acreage, cost and value 



1 Colonial Park 



Addition to River- 
side Park 



3 Fort Washington 
Park 



High Bridge Park 
and Extension 



6 Riverside Park 
Extension 



6 St. Nicholas Park 



Located between 145th to 155th Streets from 
Bradhurst to Edgecombe Avenues, in the 
12th Ward (chapter 56, laws of 1894). 

Acreage: 12.790. 

Date of acquisition: May 5, 1889. 

Cost of acquisition: $1,569,121.52. 

Assessed valuation 1907: $925,000.00. 

Funds authorized for improvements Jan. 15, 
1908: 1111,297.88. 

Located at 122nd Street to Claremont Place 
between Riverside Avenue and Claremont 
Avenue (chapter 496, laws of 1885). 

Acreage: 2.064. 

Date of acquisition: Dec. 30, 1891. 

Cost of acquisition: $197,434.29. 

Assessed valuation 1907: $525,000.00. 

Located between the Boulevard Lafayette and 
the Hudson River, 171st Street to 183rd 
Street. 

Acreage: 40.810. 

Date of acquisition: Sept. 16, 1896. 

Cost of acquisition: $847,993.30. 

Assessed valuation 1907: $680,000.00. 

Funds authorized for improvements Jan. 15, 
1908: $1,110.63. 

Located at 155th Street, -Old Aqueduct, 10th 
Avenue and 182nd Street, west of Speed- 
way. 

Acreage: 64.543. 

Dates of acquisition: Jan. 18, 1896 and June 
19, 1906. 

Cost of acquisition: $338,274.00. 

Assessed valuation: $1,885,000. 

Located between Hudson River Railroad and 
the bulkhead line of the Hudson River 
from 72nd to 129th Streets including tene- 
ments, hereditaments, upland and land un- 
der water (chapter 152, laws of 1894, 
amended by chapter 727, laws of 1896). 

Acreage: 48.215. 

Dates of acquisitions: Dec. 21, 1896; May 
3, 1899; Feb. 26, 1901; March 20, 1902. 

Cost of acquisition: $2,162,606.69. 

Assessed valuation 1907: $4,250,000.00. 

Located at 130th to 141st Streets between 

St. Nicholas and 10th Avenues (chapter 

36, laws of 1894). 
Acreage: 26.604. 
Dates of acquisition: Jan. 15, 1900; Aug. 8, 

1900; Dec. 20, 1901; Oct. 8 and 13, 1902; 

Feb. 6.. 1903. 
Cost of acquisition: $3,655,375.66. 
Assessed valuation 1907: $914,820.00. 
Funds authorized for improvements Jan. 15, 

1908: $104,511.75. 
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Order of acquisition 
Name 



Location, acreage, cost and value 



7 Extension to High 
Bridge Park 



Located between 155th Street and the center 
line of West 159th Street and east of the 
Speedway In the 12th Ward. 

Acreage: 2.511. 

Date of acquisition: Dec. 26, 1901. 

Cost of acquisition: |241,867.77. 

Assessed valuation 1907: $448,520.00. 



8 Fort George Park 



Located west of Speedway, between Washing- 
ton Bridge and Dyckman Street (pursuant 
to chapter 876, laws of 1895). 

Acreage: 22.817. 

Date of acquisition: Dec. 26,. 1901. 

Cost of acquisition: $783,237.74. 

Assessed valuation 1907: $385,000.00. 



9 Small Public Park 
Addition to Mul- 
berry Bend Park 



Located corner of Worth and Baxter Streets 

In the 6th Ward. 
Acreage: .187. 

Date of acquisition: April 1, 1902. 
Cost of acquisition: $176,037.00. 
Assessed valuation 1907: $130,000.00. 



10 John Jay Park 



Located between 76th and 78th Streets on 
the Bast River in the 19th Ward (chapter 
320, laws of 1887). 

Acreage: 3.004. 

Date of acquisition: July 11, 1902. 

Cost of acquisition: $338,544.00. 

Assessed valuation 1907: $240,000.00. 

Funds authorized for improvements Jan. 15, 
1908: $72,202.05. 



11 Playground Located at 180 — ^184 Cherry Street near 

Market Street. 
Acreage: .392. 
Dates of acquisition: Feb. 18, 1904; April 26, 

1906. 
Cost of acquisition: $235,000.00. 
Assessed valuation 1907: $76,000.00. 

12 Extension to High Located between Edgecombe Road and the 
Bridge Park old Croton Aqueduct from 159th to 172nd 

Streetfe. 
Acreage: 8.912. 

Date of acquisition: April 3, 1905. 
Assessed valuation 1907: $335,000.00. 



13 Chelsea Park 



Located at 27th to 28th Streets between 9th 

and 10th Avenues. 
Acreage: 3.117. 

Date of acquisition: Oct. 10, 1906. 
Cost of acquisition: $1,339,428.68. 
Assessed valuation 1907: $972,500.00. 
Funds authorized for Improvements Jan. 15, 

1908: $28,161.47. 



Order of acquisition 
Name 

14 Triangle 



15 



Location, acreage, cost and value 

Located at ISSth Street, Broadway and Ham- 
ilton Place. 
Acreage: .340. 

Date of acquisition: Jan. 10, 1906. 
Cost of acquisition: $206,641.23. 
Assessed valuation 1907: $150,000.00. 

Located between l5l8t and 152nd Streets east 

of Amsterdam Avenue. 
Acreage: .574. 

Date of acquisition: Oct 27, 1906. 
Cost of acquisition: $50,918.54. 
Assessed valuation 1907: $148,000.00. 



16 Playground Located at 59th to 60th Streets between Am- 

sterdam and West End Avenues. 
Acreage: .519. 

Date of acquisition: April 25. 1906. 
Cost of acquisition: $84,100.00. 
Assessed valuation 1907: $54,000.00. 

17 Playground Located at 101st Street between 2nd and 3rd 

Avenue, south side. 
Acreage: .846. 

Date of acquisition: Dec. 16, 1906. 
Cost of acquisition: $227,560.12. 



18 Triangle 



Located at St. Nicholas Avenue, 137th Street 

and Bradhurst Avenue. 
Acreage: .038. 
Assessed valuation 1907: $73,000.00. 



19 Extension to Cor- 
lears Hook Park 



20 



Located southerly to the pier head line, South 
Street bulkhead, East River, Corlears 
Street and Jackson Street. 

Acreage: 2,343. 

Assessed valuation 1907: $31,000.00. 

Located between Amsterdam Avenue, Hamil- 
ton Place and 143rd Street. 
Acreage : 
Assessed valuation 1907: $200.00. 



Parks Unimproved: Richmond 



1 Silver Lake Park 



Park 



Located at Richmond Turnpike and Silver 

Lake, Brighton Heights. 
Acreage: 57.530. 

Date of acquisition: June 25, 1901. 
Cost of acquisition: $116,158.64. 
Assessed valuation 1907: $50,000.00. 

Located at Westerleigh, S. L 
Acreage: 2.920. 

Date of acquisition: April 11, 1907. 
Assessed valuation 1907: $10,000.00. 
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PARKWAYS, STREETS AND BOULEVARDS UNDER THE 

JURISDICTION OF THE DEPARTMENT OF PARES, 

BOROUGHS OF MANHATTAN AND RICHMOND. 

1 Cathedral Parkway, 110th Street, 7th Avenue to Riverside Avenue 

Length in feet: 4,061. 

2 86th Street, west of Central Park 

Length in feet: 3,435. 

3 5th Avenue, 59th to 110th Streets 

Length in feet: 13,661. 

4 Harlem River Driveway 

Length in feet: 11,562. 

5 96th Street, west of West End Avenue 

Length in feet: 802. 

6 72nd Street, west of Central Park 

Length In feet: 3,025. 

7 West End Avenue, north of 76th Street 

Lengt^j in feet: 9,860. 

8 122nd Street to Amsterdam Avenue, west of 10th Avenue 

Length in feet: 1,450. 

9 Morningside Avenue West 

Length in feet: 3,538. 

10 110th Street, 5th to 7th Avenues 

Length in feet: 2,045. 

11 123rd Street west of Morningside Park 

Length in feet: 819. 

12 Riverside Avenue 

Length in feet: 17,000. 

13 Mail Street 

Length in feet: 335. 

14 59th Street, north of car tracks, 5th to 8th Avenues 

Length in feet: 2,430. 

15 Grand Circle, 59th Street and 8th Avenue 

Acquired June 15, 1868. 

16 Plaza, 59th Street- and 5th Avenue 

Assessed valuation: $1,500,000.00. 
Purchased with Central Park lands 

17 Plaza, 110th Street and 5th Avenue. 

18 Plaza, Manhattan Avenue and Morningside Park West 

Assessed valuation: $20,000.00. 

19 Plaza, 110th Street and 8th Avenue. 
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Exhibit A— II 



Orsanixation 



Poweri and Duties 



I. GENERAL ADMINISTRATION 

1 PABX BOABD; SEC. 607 



Commissioners (3) one 
designated as president 



2 Secretarleg 



Secretary 
Assistant secretary 



3 ibandtcape architect 



Org'anic 

Kay employ landscape architect Seo. 

611 
Shall appoint secretary and 8uboi> 

dinate officers Sec. 614 



IieglslatlTe 

Shall have power to establish gren- 

eral rules and regrulations for the 

department and for the protection 

of the public Sec. 610 
When filed with city clerk, such rules 

shall become general ordinances of 

the city Sec. 610 
Shall prescribe rules for protection 

and preservation of animals and 

specimens Sec. 609 



Administrative 

Shall determine which animals and 
duplicate specimens shall be sold 
or otherwise disposed of Sec. 609 

Subject to approval of mayor and 
board of estimate and apportion- 
ment, may transfer zoological col- 
lection of Central Park to New 
York Zoological Society Sec. 609 

Shall let all contracts made, by pub- 
lic letting Sec. 612 

Shall advertise for proposals on con- 
tracts to be let Sec. 618 

Shall let to lowest bidder Sec. 618 

May revise estimate of commission- 
ers for board of estimate and ap- 
portionment Sec. 617 



Becords and Beport* 

Shall report gifts, devises and be- 
quests and condition of same 
Sec. 609 

Shall file all rules and regulations 
with the city clerk Sec. 610 

Shall submit estimate to board of 
estimate and apportionment Sec. 
617 



General work of board 

Draws up all contracts for the de- 
partment in Manhattan and Rich- 
mond 

Receives all fees and pays same 
monthly to city chamberlain 

Keeps suitable records for such fees 

Receives all deposits for street open- 
ings 

Passes on all plans for park devel- 
opment and construction 

Passes on requisitions for trees, 
moulds, etc. 
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Organiiation 



Powers and Dnties 



n. MANHATTAN AND RICHMOND 



1 ABMZVXSTBATZOlr 

a Office of Commissioner 

(Commissioner) 



Oraranio 

May appoint superintendents, engrin- 
eers, subordinates, clerks and as- 
sistants necessary Sec. 614 

May employ mechanics, agents and 
laborers needed Sec. 614 

KeflTislative 

May prescribe for and enforce rules 
and ordinances for control of boats 
frequenting water basin at south 
end of the Battery Sec. 619 

Administrative 

Shall have direction and control of 
all real and personal property ac- 
quired for park purposes Sec. 609 

Shall preserve, protect and arrange 
for public use and enjoyment all 
animals and exhibits Sec 609 

Shall maintain the beauty and utility 
of parks, squares and public places 
Sec. 612 

May determine the line and curve 
and construction of all streets and 
avenues lying within Jurisdiction 
Sec. 612 

May plant trees, construct seats, 
drinking fountains, works of art, 
and determine where lamps may 
be placed Sec. 612 

Shall provide the necessary Instru- 
ments, furniture and equipment for 
buildings and institutions Sec. 
613 

Shall erect additional buildings as re- 
quired Sec. 613 

Shall apply appropriations to pur- 
poses specified Sec. 613 

Shall have control over police as- 
signed to parks Sec. 614 

May permit erection of fire buildings 
in parks Sec. 615 

May purchase emergency supplies not 
exceeding $1,000 per month and 
perishable articles in open market 
Sec. 618 

Shall maintain meteorological and 
astronomical observatory, museum 
of natural history, metropolitan 
museum of art, the aquarium and 
other buildings of parks of Man- 
hattan Sec. 613 

Shall have control over water front 
at Battery Place Sec. 619 

May erect buildings, docks, piers, 
etc., at Battery Place Sec. 619 

Shall sell surplus of animals and 
duplicate specimens as the park 
board deems proper Sec. 609 

May grant permit for military drill 
and parade Sec. 621 

Shall complete plans and work on 
Harlem River Sec. 620 

May continue contract with metro- 
politan art museum (Sec. 621), 
American museum of natural his- 
tory (Sec. 622), and enter into con- 
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Organiiation 



Powers and Dnties 



Stenosrraphefs 
Private secretary 
Clerks 
Telephone operator 

b Office of Chief Engineer 

1) Chief Engineer and 

Office Staff 

Chief engineer: re- 
sponsible to com- 
missioner 

Topographl cal 
draughtsman 

Stenographer and 
typewriter 

2) Field Staff 

Principal assistant 
engineer 

Assistant engineer 

Transltmen 

Hodmen 

Mechanic al en- 
gineer 

Axmen 

Inspectors of ma- 
sonry 

Inspectors of pipe 
laying 

Park laborer 

Levellers 

c Architect 



d Heteorologlst 

Meteorologist 

e Bookkeeping Division 

Chief bookkeeper 1 n 
charge: responsible to 
commissioner 

Clerk 

f PnrchasinflT Office 



Purchasing 
sponsible 
sloner 



agent: re- 
to commls- 



tracts with As tor, Lenox and Til- 
den foundations 

Records and Beports 

Shall keep accurate and detailed ac- 
counts Sec. 617 

Shall prepare estimate for board of 
estimate and apportionment Sec. 
617 



In charge of all engineering work 



In charge of laying^ out of sewers 
and drains 



Tabulation of all bids received at 

meetings of commission for all 

boroughs 
In charge of all surveys, maps and 

plans 
In charge of testing cement used on 

all work in the department 
In charge of all bridges and viaducts 

in department 

Inspection of supplies 



Approves applications for projections 
and draws the plans for and super- 
vises the construction of the 
smaller and less important" build- 
ings constructed by the depart- 
ment 



Taking of meteorological and astro- 
nomical observations 



In charge of general books of ac- 
count of the park department 
transactions for Manhattan and 
Richmond 



Draws and records open market or- 
ders for Manhattan and Richmond, 
with the exception of those drawn 
for maintenance supplies at mu- 
seums of art and natural history 
and the aquarium 
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Organiiation 



Powers and Duties 



e Oi&ce of Snperixitendent 
of Supplies and Re- 
pairs 



1) Superintendent 
Office staff 



and 



Superintendent of 
supplies and re- 
pairs: responsible 
. to commissioner 

Clerks 



Attendant 
2) Storehouse 

Storekeeper 
Park laborer 



PABKS, FA&KWATS AND 
FBOPXSBTIES WITHIN 
THE FABKS: MAHTTH- 
NANCZ; AND OFEBA- 
TIOH ^ 



a Office of Saperintendent 
of Parks 



Purchases supplies on these orders 

Handles bills for carfare and inci- 
dental expenses of employees 

Issues orders for clothini: equipment 
to the employees on receipt of 
money from them 

This equipment is held on memor- 
andum, and money is turned over 
to dealer 



Keeps records of all officials and em- 
ployees: appointments, promotions, 
resignations, dismissals, deaths, 
details and absences 

Prepares and certifies all payrolls for 
Manhattan and Richmond, also 
payrolls of park board 

Certifies all requisitions for the pur- 
chase of supplies and services with 
the exception of those from the 
museums of art and natural his- 
tory and the aquarium 

Certifies all bills for supplies and 
services secured on purchasing or- 
ders, with the exception of those 
for the museums of art and 
natural history and the aquarium 

Prepares and certifies all contract 
payments except those for con- 
struction 

Prepares specifications for all sup- 
plies obtained by contract 

Receives, inspects and distributes all 
supplies furnished to the depart- 
ment 

Has charge of department property 
and makes semi-annual inventory 
of same 

Supervises the sale of all condemned 
property and of the animals in 
Central Park menagerie 

Keeps the books and records neces- 
sary to the foregoing duties 

Is under bond of $10,000 



Handles general supplies, tools, hard- 
ware and gymnasium apparatus 
Assistant to storekeeper 
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Organisation 



Powers and Dnties 



1) Bnperlnt«ndent 
OfHoe Staff 



and 



Superintendent of 
parks: respon- 
sible to commis- 
sioner 

Stenogrrapher 

Acting: clerk 

Laborers 

Laborer 
Park laborer 



2) Field Staff 

Foremen 
Park labor- 
ers 
Responsible 
to superin- 
tendent of 
parks 

3) Care of Arsenal 

Bnlldlnflr 

Foreman In charge: 
responsible t o 
superintendent of 
parks 

Park laborers 

Laborer 



b Bepairs to Parks, Park- 
ways and Properties 
Within Parke 



1) Store Tard 
Street) 



(97tli 



Foreman In chargre: 
responsible t o 
superintendent of 
parks 

Park laborers 

Laborers 

2) Carpenter Shop 

Foreman carpenter 
In chargre: respon- 
sible to superin- 
tendent of parks 

Rustic workmen 

Rustic carpenters 

Carpenters 

Wheelwrlgrhts 

Park laborers 

Laborers 

Drivers 



Junior clerk 



In greneral charge of all park main- 
tenance and minor construction 

In charge of details of office of su- 
perintendent of parks 

Detailed to distribute and collect 
time books 

Acting as messenger 

Detailed as assistant clerk 



In charge of large repairs to drives 
Miscellaneous outdoor work 



Cleaning and caretaking 



Burning brush and rubbish 
Receiving and turning over manure 

and preparing same for fertilizing 

purposes 
Receiving, caring for and delivering 

rolling stock and other materials 

stored at yards 



Making rustic fences, settees and ar- 
bors 

Attending to all carpentering work 
on playgrounds, gymnasiums, me- 
nagerie and bridges 

Making all park settees; also all re- 
pairs to buildings through the Cen- 
tral and city parks 

Making and repairing all rolling 
stock 

Receiving all lumber. Iron and steel 
and such other materials for con- 
struction and repairs 

Keeping detailed accounts of all sup- 
plies and materials received and 
their disposition 



Orsanixation 


Powers and Duties 


3) Metal Workers and 




Snarineers 




a) Metal workers 




Foreman rlgrger in 


Repairing and attending to all steam 


charge; respon- 
sible to superin- 


plants, baths, pipe railing, rolling 
stock and tools 


tendent of parks 




Steamfltter 




Housesmiths 




Machinist 




Blacksmiths 


Shoeing department horses 


Blacksmiths' help- 




ers 




Pipefitter 




Machinist's helper 




b) Heat and power 




. Steam engineers: 


Operation of steam plant at 86th 


r e s p onsible to 
foreman rigger 


Street shops, various baths and ar- 
senal 


Stokers 




4) Plumbers 




Foreman plumber 


All repairs to plumbing on depart- 


in charge: respon- 
sible to superin- 


ment property 


tendent of parks 




Plumbers 




Tinsmiths 




Plumbers' helper 




Plumbers' appren- 




tices 




Driver 




Park laborers 




Laborers 




5) Faint Sbops 




Foreman painter In 


Painting and lettering all sigrns and 


charge: respon- 


rolling stock 


sible to superin- 


Painting settees 


tendent of parks 


General painting and cleaning of all 
buildings through the entire de- 
partment. Reglazing in all build- 


Sign writer and 


letter er 


Grainer 


ings. Painting of bridges 


Painter striper 
Carriage painter 






Painter letterer 




Painters 




Drivers 




Park laborer 




Laborer 




6) Bricklayers and 




Masons 




(79th Street yard) 





Foreman mason In 
charge: respon- 
sible to superin- 
tendent of parks 

Bricklayers 

Masons 

Stonecutter 

Paver 

Laborers 



Repairing of cement walks and stone 
curbs in all parks. Repairing 
roadway in transverse roads 

Constructing and repairing of basins 
in Central and city parks, and all 
mason work 
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Orsaniiation 



7) Biff ff en 



Foreman rigger in 
charge of metal 
workers: respon- 
sible to superin- 
tendent of parks 

Rigger 

Driver 

Park laborer 

laborers 



c aCaint«nanoe of Parks, 
Parkway*! Boal«Tards 
and Drlvts 



.1) OsBoral Car* of 
Parks — Boroaghs 
of xanhattaa and 
BloJiinoBd 

a) Pirst BlTlsion 

(Parks south of 
69 th Street and 
In Richmond) 

(1) Supervision 

Assistant superin- 
tendent; respons- 
ible to superin- 
tendent of parks 

General foreman 

(2) General force 

(a) Battery Park 
Bowling Green 
Jeannette Park 

Foreman 1 n 
charge: respon- 
sible to assist- 
ant superln- 
tendent of 
parks 

Laborers 

Horse and cart 

(b) City Hall Park 
Beach St. Park 
Duane St. Park 
Paradise Park 

Fo reman in 

charge 
Park laborers 
Laborer 

(c) Mulberry Bend 

Park 
Foreman in 

charge 
Park laborers 

(d) William H. Seward 

Park 
Rutgers Park 

Foreman in 

charge 
Park laborers 
Laborers 
Horse and cart 



Powers and Dnties 



Erecting and repairing all wire 

fences in parks 
Repairing lawn tennis racquets 
Attending to all rigging work re- 
quired In gymnasium and play- 
ground apparatus; in removing 
trees and raising flag poles and 
weather vanes 



Assistant to the assistant superin- 
tendent 



Cleaning and removing snow and ice 
from walks, cleaning out walk 
basins and removing rubbish from 
lawns and walks 

Mowing lawns, trimming borders; 
carting dirt and refuse to city 
dump 

Care of crowds at band concerts 

Laying sod and spreading manure 



Same as Battery Park 



Same as Battery Park 



Same as Battery Park 



77 



Organisation 



Powers and Dnties 



(e) Hamilton Fish Park 
Grand Street Park 
Corlears Hook Park 

Foreman In 

chSiTge 
Park laborers 
Laborers 
Horse and cart 

(f) Union Square Park 
Stuyveeant Square 

Park 
Cooper Square Park 
East 17 th Street 

Park 

Foreman in 
charge 

Park laborers 

Laborers 

Horse and cart 

(gr) Tompkins Square 
Park 
Foreman in 

charge 
Park laborers 
Laborer 

(h) Washington Square 

Park 
Jackson S q u a j e 

Park 
Abingdon Square 

Park 
Christopher Street 

Park 
Hudson Park 
Canal Street Park 

Foreman in 
charge 

Park laborers 

Laborers 

Hocse and cart 

(i) Bryant Park 

Herald Square Park 

Greely Square Park 

Foreman in 

charge 
Park laborers 
Horse and cart 

(J) Madison Square 
Park 
Foreman In 

charge 
Park laborers 
Laborer 

(k) St. Gabriel's Park 

Ryan Park 

Park Avenue Plots 

34th to 40th 

Streets 

Foreman in 

charge 
Park laborers 
Laborers 



Same as Battery Park 



Same as Battery Park 



Same as Battery Park 



Same as Battery Park 



Same as Battery Park 



Same as Battery Park 



Same as Battery Park 
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Organization 



Powers and Dnties 



(1) De ^ Witt Clinton 
Park 
Foreman In 

charge 
Park laborers 
Laborers 
Horse and cart 

(m) Silver Lake ) gtaten 

Port Richmond { ?«!«„? 

Stapleton ) island 

Arboriculturist in 

charge 
P r u n e r s and 

climbers 
Laborers 
Cartmen 
Gardeners 



b) Beoond division 

(Parks north of 
59th Street and 
south of Harlem 
River Driveway) 

(1) Supervision 

(Sup erintend- 
ent of parks) 
General fore- 
man: respon- 
sible to super- 
intendent of 
parks 

(2) General force 

(a) First section (Cen- 
tral Park) 
59th-65th St.: 5th- 
8th aves 
Plaza at 5th Ave. 
—59th St. 
Plaza at 8 th Ave. — 

59th St. 
Circle at 8th Ave. 

—59th St. 
Empire Park north 
Empire Park south 
Foreman in 
charge: respon- 
sible to super- 
intendent of 
parks 
Park laborers 
Laborers 
Drivers 



Same as Battery Park 



1 Cleaning and removing snow and 

ice from walks, cleaning out walk 
basins and removing rubbish from 
lawn and walks 

2 Care of crowds at band concerts 

and watching and protecting park 
property 

3 Pruning trees, planting and caring 

for all flower beds in city parks 
south of 59th Street; pruning 
trees In Staten Island parks; and 
reporting as to condition of city 
trees on complaints from citizens 

4 Mowing lawns, trimming borders 

at Staten Island, laying sod and 
spreading manure 



In Immediate charge 



Cleaning drives, circles and walks; 
picking papers; spreading manure, 
mould, etc.; laying sod and grad- 
ing 

Watching at 59th Street pond; clean- 
ing out pond, scraping and remov- 
ing snow and ice from pond, walks, 
circles and plaza, bridges and ap- 
proaches thereto. Hauling gravel, 
spreading same on bridle paths and 
drives. Scraping bridle paths and 
rolling drives. Removing rubbish. 
Attending at ball and croquet 
grounds. Mowing grass and watch- 
ing park property 
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Oreanixation 



(b) Second section (Cen- 
tral Park) 
(65th to 72nd St.— 

5th-8th Ave.) 
Foreman i n 

charse 
Park Hborers 
Laborers 
Drivers 



(c) Third section (Cen- 

tral Park) 
(72nd-79th St. — 
5th-8th Ave.) 
Foreman in 

charge 
Park laborers 
Laborers 
Drivers 

(d) Fourth section 

(Central Park) 
(79th-86th St. — 
5th-8th Ave. 
and all park 
plots north of 
59th Street) 

Foreman in 
charge 

Park laborers 

Laborers 

Drivers 

Stablemen 

(e) Fifth section (Cen- 

tral Park) 
(86th-96th St. — 

5th-8th Ave.) 
Laborer in charge 
Drivers 
Park laborers 
Laborers 

(f) Sixth section (Cen- 

tral Park) 
(96th-102d St. — 

5th-8th Ave.) 
Foreman in 

charge 
Drivers 
Rockman 
Park laborers 
Laborers 

(g) Seventh section 

(Central Park) 
(102nd-110th St.) 
Cathedral , Park- 
way, 110th St. 
Plaza 110th St. & 

8th Ave. 
Plaza 110th St. & 
5th Ave. 
Foreman in 

charge 
Park laborers 
Laborers 
Drivers 



Powers and Dnties 



Cleaning and removing snow from 
Mall and all walks. Cleaning 
basins, drives, walks and removing 
rubbish. Cleaning bridle paths. 
Repair of roads. Cleaning East 
Green. Care of crowd at band con- 
certs. Mowing grass, etc. 



Care of lake and other duties similar 
to those at ^second section 



Same as third section 



Same as third section 



Same as third section, and mowing 
North Meadow and lawn; caring 
for lawn tennis grounds and house 



Same as third section, and care of 
Harlem Meer 
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Powers and Dntles 



^ 



(h) (First section 
(Riverside Park- 
way) 
(72nd - 86th St.; 
Am s t e rdam 
Ave.; West End 
Ave.; 70th-86th 
Sts.) 
Foreman in 

charsre 
Drivers 
Park laborers 
Laborers 

(i) Second section 
(Riverside Park- 
way) 

(86th-96th Sts.) 
Foreman in 

ehargre 
Park laborers 
Laborers 
Horse and cart 
Driver 

(J) Third section (Riv- 

verside Parkway) 
(96th -125th Sts.: 
Triansrles 
106th. 110th, 
127th St. and 
Broadway) 

Foreman in 
charge 

Horse and cart 

Drivers 

Park laborers 

Laborers 

(k) Morningrside Park 
Cathedral Parkway 
West 123rd St. and 

Kilpatrlck Park 
Hancock Park 

Fore man in 
charge 

Horse and cart 

Driver 

Park laborers 

Laborers 

(1) Fort Washington 
Park 
Harlem Lane Park 
Jumel Mansion 
Washington Bridge 
Park 
Laborer in charge 
Horse and cart 
Park laborers 
Laborers 

(m) St. Nicholas Park 
Colonial Park 
Foreman in 

charge 
Park laborers 
Laborer 



Same as Battery Park and care of 
bridge and bicycle paths and clean- 
ing gutters 



Same as first section 



Same as first section 



Same as Battery Park 



Same as Battery Park 



Same as Battery Park 
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Powers and Duties 


(n) 


Manhattan Square, 
77th St. and Cen- 
tral Park West to 
Columbus Ave. 






Foreman in 


Cleaning walks, gutters and basins; 




charge 


gathering and removing rubbish; 




Park laborer 


mowing lawns^ etc. 




Laborer 




(o) 


East River Park 
John Jay Park 






Foreman in 


Same as Battery Park 




charge 






Park laborers 






Laborers 




(P) 


Mt. Morris Park 






Foreman in 


Same as Battery Park 




charge 






Park laborers 






Laborers 






Horse and cart 




(Q) 


Thomas Jefferson 
Park 






Foreman in 


Same as Battery Park 




charge 






Park laborers 






Laborer 






Horse and. cart 




c) 


Third division 

Harlem River 
Driveway and 
small park at 
155th St. and Har- 
lem River Drive- 






way 
Assistant super- 


General care and repair of the drive- 




intendent f 


way 




parks in 






charge: respon- 






sible to super- 






intend ent of 






parks 






General foreman 






Drivers 






Park laborers 






Laborers 




d) 


Stables (86th St.) 






General foreman 


Selecting horses to be purchased 




in charge: re- 






sponsible to su- 






perintendent of 






parks 
Foreman 


Cleaning and attending to all horses, 
harness, light carriages, etc. 




Harness makers 


Repairing all park harnesses, leather 
work used in gymnasiums and 
playgrounds 




Drivers 






Stablemen 






Hostlers 






Park laborers 




2) Care of. Trees, Shrubs 




and Plants in City 




Parks and Streets 
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Orsaniiation 



Powers and Dnties 



a) General tree spray- 
Ing- ffantf 

Entomolofirist 1 n 
chargre: respon- 
sible to super- 



intendent 

parks 
Driver 
Pr u n er s 

climbers 
Park laborer 
Laborers 



(b) Trlnnulng- 

pmniiiff. 



o f 



and 



and 



of 



(1) Trees south 
59th St. 
Work done hy- 
men asslsrned 
to S t a t e n 
Island 



(2) Trees north of 
59th St. to 125th 
St. west of 5th 
Ave. 
Arboriculturist 
In charge: re- 
sponsible to 
head arbori- 
culturist 
Pruners and 
climbers 



(3) Trees north of 
125th St. to end 
of Manhattan, 
west of 5th Ave. 
Arboriculturist 
In charee: re- 
sponsible to 
head arbori- 
culturist 
Gardener 
Assistant fore- 
man 
Pruners and 
climbers 



(4) Trees, shrubs, 
plants, &c., in 
Central Park 

Head arborlcul- 
t u r i s t In 
charge: re- 
sponsible to 
s u perintend- 
ent of parks 

Gardeners 

Horse and cart 

Pruners and 
climbers 

Driver 

Park laborers 



Sprayingr with lotion all trees 
throughout the city. Removing 
larvse therefrom 



Attending to all complaints in ref- 
erence to decayed or dead trees; 
trimming and pruning trees, 
shrubs, etc. 



Same as above 



Assisting purchasing agent in selec- 
tion of trees to be purchased. Cut- 
ting and pruning trees; hauling 
brush to city dump 

At the nursery receiving and inspect- 
ing and heeling in and caring for 
trees, shrubs, etc. 

Receiving and laying of sod, etc. 
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Orsaniiation 


Powers and Dnties 


(5) Trees, shrubs 




and plants in 




Riverside, Morn- 




ingside and Mt. 




Morris Parks 




Gardener 1 n 


Planting and transplanting trees. 


charg-e: re- 


shrubs, etc. 


sponsible to 


Receiving and spreading of manure 


head arbori- 
culturist 
Gardeners 


and mould and laying of sod 




Park laborer 




Laborers 




3) Care of Flower Beds 




in Parks 




a) Flower beds, shrubs 




and plants in city 
south of 69tli St. 






Gardener i n 


Attending to planting and trans- 


charge: re- 


planting shrubs and plants and 
laying out and caring for all flower 


sponsible to 


assistant su- 


beds in city parks south of 59th 


p e rintendent 


Street 


of parks, first 


\ 


division 




Gardeners 




Park laborers 




b) Flower beds, ftc, 




In Central Park 




Foreman gar- 


Attending to planting and setting out 
flower beds in Central Park 


dener i n 


charge: re- 




sponsible to 




s u pgrintend- 


^ 


ent of parks 




Gardeners 




c) Oreenhouses: Cen- 




tral Park 




Foreman gar- 


Maintaining a daily exhibition at 


d e n e r in 


conservatory, p r o p a g a ting of 


charge: re- 


plants, flowers, shrubs, etc., for 


sponsible to 


planting in Central and city parks 


sup erintend- 


and distributing them 


ent of parks 




Gardeners 




Propagator 




(gardener) 




Palm grower 




(gardener) 




Florist (gar- 




dener) 




Driver 


Hauling manure to greenhouse; 
mowing lawns. Watching and car- 


Park laborers 


Laborers 


ing for park property 


d Operation of Gsminasl- 




ums and Playgrounds 




Within Parks 




1) Inspection and Super- 




vision 




Statistician: responr 


Collection of statistics and general 


sible to superin- 


inspection of gymnasiums and 


tendent of parks 


playgrounds 
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Powers and Dnties 



2) Operation 

a) rirst division 

(1) William H. 

Seward Park 
Gymnasium at- 
tendants 
Playgrround at- 
tendants 

(2) Hamilton Pish 

Park 

Gymnasium at- 
tendants 

Playgrround at- 
tendants 

(3) Corlears Hook 

Park 

Gymnasium at- 
tendants 

Playground at- 
tendants 

(4) Tompkins Square 

Park 

Gymnasium at- 
tendants 

Playgrround at- 
tendants 

(5) East 17th Street 

Park 

Gymnasium at- 
tendants 

Playgrround at- 
tendants 

(6) Hudson Park 

Gymnasium at- 
tendant' 

Playground at- 
tendant 

(7) St. Gabriel's Park 

Gymnasium at- 
tendant 

Playgrround at- 
tendants 

(8) De Witt Clinton 

Park 

Gymnasium at- 
tendants 

Playgrround at- 
tendants 

b) Second diTlslon 

(1) John Jay Park 

Gymnasium at- 
tendant 

Playgrround at- 
tendants 

(2) Thomas Jefferson 

Park 

Gymnasium at- 
tendant 

Playgrround at- 
tendants 



(All attendants responsible to assist- 
ant superintendent of parks, 1st 
division) 

Instructing at grymnasiums and play- 
grounds, and taking care of ap- 
paratus 



Same as Seward Park 



Same as Seward Park 



Same as Seward Park 



Same as Seward Park 



Same as Seward Park 



Same as Seward Park 



Same as Seward Park 



(All attendants responsible to super- 
intendent of parks) 
Same as Seward Park 



Same as Seward Park 
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Powers and Duties 



(3) East River Park 
Gymnasium at- 
tendants 
Playground at- 
tendants 

e Operation of Batlis. and 
Public Comfort Sta- 
tions Wltliln Parks 

.1) Inspection and Super- 
vision 

Foreman: respon- 
sible to superin- 
tendent of parks 
Cottage attendant: 
responsible to su- 
perintendent of 
parks 

2) General Force 

a) Batbs 

• (1) First division 

(a) William H. 

Seward Park 
Bath attend- 
ants 

(b) De W4tt Clinton 

Bath attend- 
ants 

(2) Second division 

(a) Thomas Jefferson 
Park 
Bath attend- 
ants 

b) Public comfort sta- 

tions. 

(I) First division 

(a) Battery Park 

Cottage at- 
tendants 

(b) City Hall Park 

Work perform- 
ed incident- 
ally by labor- 
ers at this 
park 

(c) Corlear's Hook 

As at City Hall 
Park 

(d) Mulberry Bend 

Park 
Cleaners 
Cottage attend- 
ant 



Same as Seward Park 



Inspects all men's toilets and baths 
in parks 

Inspects all women's toilets and 
baths in parks 



(Attendants responsible to assistant 
superintendent, 1st division) 



Care of baths in public parks 



(Attendants responsible to superin- 
tendent of park^) 



Care of baths in public parks 



(All attendants responsible to fore- 
man in whose section they are) 

General care of toilets 
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Powers and Duties 


(e) Greeley Square 
Park 
As at City Hall 
Park 


General care of toilets 


(f) W i 1 1 i a m H. 
Seward Park 
Rutgers Park 
Cottage attend- 
ants 
Cleaners 


.. 


(g) Hamilton Fish 
Park 

Cottage attend- 
ants 
Cleaners 


>» »* ti 


(h) Union Square 
Park 
Cottage attend- 
ants 
Cleaners 





(1) 



Washington Sq. 
Park 
As at City Hall 
Park 



(j) Stuyvesant Sq. 
Park 
As at City Hall 
Park 

(k) Cooper Square 
Park 
As at City Hall 
Park 

(1) East 17th Street 
Park 
As at City Hall 
Park 

(m) Tompkins Square 
Park 
Cottage attend- 
ants 
Cleaners 

(n) Hudson Park 

Cottage attend- 
ants 

(o) Bryant Park 

Cottage attend- 
ants 

(p) Madison Square 
Park 
Cottage attend- 
ants 

(q) St. Gabriel's Park 
Cleaner 

(r) De Witt Clinton 
Park 
Cleaners 



»> •>» 



»» »» 



** ft 
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Fowen and Duties 



(2) Second division 

(a) First section 

(Central Park) 
Cottage attend- 
ants 
Cleaners 

(b) Second section 

(Central Park) 
Cottage attend- 
ants 
Cleaners 

(c) Third section 

(Central Park) 
Cleaner 

Cottage attend- 
ants 

(d** Fourth section 
(Central Park) 
^» ■ Cleaners 

(e) Sixth section 

(Central Park) 
Cleaners 

(f) Seventh section 

(Central Park) 
Cleaners 
Cottage attend- 
ant 

(g) First section 

(Riverside 
Parkway) 
Cottage attend- 
ant 

(h) Second section 
(Riverside 
Parkway) 
Cleaners 
Cottage attend- 
ant 

(i) T hird section 
(Riverside 
Parkway) 
Cleanei 

(J) Morningside Park 
Cottage attend- 
ants 

(k) Jumel Mansion 

Cottage attend- 
ant 

(I) John Jay Park 
Cottage attend- 
ant 
Cleaner 

(m) Mt. Morris Park 
Cottage attend- 
ant 
Cleaner - 



(All attendants responsible to fore- 
man in whose section they are) 



General care of toilets 



$t f 



$* tt 
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Orsaniiation 



Powers and Duties 



(n) Thomas Jefferson 
Park 
Cottage attend- 
ants 
Cleaner 

(3) Third division 

(a) Harlem River 
Driveway 
Work done in- 
cidentally by 
laborers a t 
this parkway 

f Operation of Children's 
School 7ann 

(De "Witt Clinton 
Park) 

Director in charge: 
responsible to su- 
perintendent of 
parks 

Stenographer and 
typewriter 

School farm attend- 
ants 

g Operation of Menagerie 

Director of men- 
agerie: respon- 
sible to commis- 
sioner 

Keepers of men- 
agerie 



Qeneral care of toilets 



Instructions to children relative to 
planting and growing vegetables, 
cooking and preparing them for the 
table 

Illustrated stereopticon lectures on 
vegetables, destructive agencies, 
etc. 



Charge of animals and birds in 
menagerie department of Manhat- 
tan 
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Exhibit B 

DESCRIPTION OF THE PRESENT SYSTEM OF ACCOUNT- 

ING RECORDS AND PROCEDURE MAINTAINED BY 

THE DEPARTMENT OF PARKS, BOROUGHS 

OF MANHATTAN AND RICHMOND 

Income and Cash Receipts 

The department derives a cash income from the following sources: 
concessions for park privileges; permits for bay windows and non- 
ornamental projections within 350 feet of any park or parkway; rents 
for houses in parks; vault permits; sale of animals from menagerie; 
sale of miscellaneous condemned property. 

All cash is either received by the assistant secretary directly or 
turned over to him by the commissioner. 

The assistant secretary enters each lease or agreement (Chart III, 
No. 5; Exhibit C, Form 5) for a special privilege requiring periodic 
payments in a lease and special privilege register (Chart III, No. 6), 
and credits the account from the cash book. 

Receipts are given for all payments for permits, leases and privi- 
leges (Chart ni, No. 7) and the amounts recorded in a memorandum 
cash receipt book (Chart III, No. 8). All moneys are deposited by 
the assistant secretary in the bank to his own account as assistant 
secretary. 

At the end of each month the bookkeeper copies the entries from 
the cash memorandum book into his own cash receipt book (Chart III, 
No. 3) from which postings of monthly totals are made to the general 
ledger. The bookkeeper .also maintains a rent and special privilege 
ledger (Chart III, No. 9) with the same accounts as are carried in the 
assistant secretary's register. These accounts are also credited from 
the cash book. New accounts are opened when a new item appears 
in the cash book on the verbal explanation of the assistant secretary 
and without written instruction or previous journalizing, the book- 
keeper rarely seeing the leases or other papers upon which the pay- 
ments are based. The bookkeeper makes up monthly a statement 
of receipts (Exhibit C, Form 6) which is signed by the commissioner 
and forwarded to the comptroller, accompanied by a check drawn by 
the bookkeeper and signed by the assistant secretary for the amount 
of receipts recorded in the cash book during the previous month. 

The terms of leases or agreements for special privileges are fixed 
by the commissioner. Fees for permits are determined by the com- 
missioner from precedent. Auction sales of surplus animals from 
the menagerie, and condemned property, are attended by the super- 
intendent of supplies and repairs, who reports to the commissioner 
the articles sold, the purchaser, and the price. The proceeds, after 
a deduction of 10 per cent, for commission, are turned over to the 
commissioner or assistant secretary by tUe auctioneer. 

90 



The assistant secretary also receives deposits as security for the 
proper restoration of street pavements damaged by cuts or building 
material. The amount of deposit required is fixed by the chief en- 
gineer, and a refund is made on advice from him. These deposits 
are kept by the assistant secretary who also makes the refunds. Ex- 
cept for two or three months during 1907 no record has ever been 
made of either of these transactions on the general books of the de- 
partment. The assistant secretary states that he keeps memoranda 
sufficient In character to enable him to know whose deposits he is 
holding. He further states that none are ever forfeited. 

Expenditure Accounts 

The expenditure accounts of the department group themselves 
around and grow out of four classes of vouchers, viz.: payroll; petty 
cash (for sundry expenses); contracts; open market orders. 

Payroll Vouchers 

Payroll vouchers are of three classes: general department payroll; 
salaried officials and clerks; aquarium and museums of art and natural 
history. 

The general department payroll includes the general laboring force 
of the department engaged on the maintenance of park property, and 
is divided into gangs under the direction of foremen. 

The time of the gangs Is recorded by the foremen in weekly, 
semi-monthly and monthly books. (Chart III, No. 11; Exhibit C, 
Forms 9, 10, 11). In the weekly books, the time of all employees on 
a per diem rate is recorded — laborers, mechanics, etc. The semi- 
monthly books record the time of foremen, cottage attendants, clean- 
ers, gardeners, arboriculturists and menagerie employees. The 
monthly book records the time of gymnasium, playground and school 
farm attendants, and engineers. 

The names of employees are entered in the time books and in 
weekly, 'semi-monthly and monthly time ledgers (Exhibit C, Forms 12, 
13, 14) by clerks in the office of the superintendent of supplies on 
advice from the commissioner, who engages all employees. The 
time ledgers record the time and rate of every employee, classified by 
gangs. After the names of the employees are entered, the time books 
are given to the foremen who record the daily time. The foremen 
turn them in each morning to the office of the superintendent of sup- 
plies and repairs, for checking against the daily reports, also made by 
the foremen. The time books are returned to the foremen in the 
afternoon. At the end of the week the weekly book is surrendered 
by the foreman and an alternate book issued to them. Postings are 
then made from the weekly book to the ledger, and the payroll 
voucher is made out. The semi-monthly book is similarly treated 
every two weeks, the monthly book being turned in at the end of 
the month. 
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A daily time sheet is made out and signed by the foreman who 
records the different services performed by each section during the 
day, and the amount of time consumed on each job, the latter being 
distributed imder headings representing civil service titles and rates 
of pay. The names of the employees are not included on the daily 
time sheet. Special time sheets are used for the weekly roll, the 
semi-monthly roll, mechanics, engineers, gymnasium and playground 
attendants, and menagerie attendants, respectively (Chart m, No. 
12; Exhibit C, Forms 15, 16, 17, 18, 19, 20). No special form is in 
use for the school farm attendants, who are at present using the 
semi-monthly sheet. The foremen submit a "detail slip" (Exhibit C, 
Form 21) when a man is detailed from one gang to another. This 
slip records the name, occupation and the time of the detailed em- 
ploye. The proper transfer of time and service rendered is made by 
a clerk to the time books and daily sheets. 

The payroll clerk distributes on a blank sheet to the various bud- 
get, fund and stock accounts the time shown on the daily sheets witli 
the amount of the charge. Attention is called to the fact that these 
analyses are destroyed when the voucher is made up. 

Payroll vouchers (Chart III, No. 13; Exhibit C, Forms 22, 23) are 
made up from the time books, one for the weekly roll, one for the 
semi-monthly roll, one for the engineer's bureau which is paid monthly, 
and one for the gymnasium, playground and school farm attendants 
who are also paid monthly. These vouchers are signed by the super- 
intendent of supplies and repairs; then sent to the bookkeeper, after 
which they are signed by the secretary and commissioner and for- 
warded through the civil service commission to the department of 
finance for payment. All the laboring force are paid in cash by the 
city paymaster; they receipt the voucher against their respective 
names. Gymnasium and playground attendants, and the force of 
the engineer's bureau are paid by checks made out by a payroll 
clerk who forwards them to the department of finance with the 
vouchers. The checks (with voucher) are returned signed and dis- 
tributed to the employees. The voucher after having been receipted 
by the several employees receiving payment is again returned to the 
department of finance. 

In case of the absence of any employe on pay day, the foreman 
fills out and signs an identification blank (Exhibit C, Form 24) upon 
which the department of finance later makes payment to the absentee. 

It is to be noted that in the engineer's bureau, subsidiary daily 
time reports (Exhibit C, Form 25) are submitted to the chief en- 
gineer by the men in charge of squads assigned to various lines of 
work. In no other case is the time report of a foreman or officer in 
charge supported by subsidiary reports. 

Salaried officials and clerks: The payroll vouchers (Exhibit C, 
Form 23) for salaried officials and clerks are made up monthly in the 
office of the superintendent of supplies and repairs, and are paid by 
check in the manner described with respect to the monthly rolls. 



Aquarium, museums of art and natural history: The payrolls for 
the employees of the aquarium and museums (Chart in. No. 14) are 
made up in the respectiye offices of those institutions, and paid from 
their private funds. The rolls are receipted by the employees re- 
ceiving payment and approved by the director or superintendent of 
the institution and forwarded to the bookkeeper of the department, 
after which they are transmitted to the finance department. Checks 
are sent by the finance department directly to the directors of the 
institutions to reimburse them for this expenditure. 

Petty Cash Vouchers (Chart III, No. 25) 

Employees entitled to refunds for petty cash expenditures make 
monthly requisitions (Chart III, No. 15; Exhibit C, Form 26) on the 
purchasing agent for reimbursement. These requisitions are ap- 
proved by the head of the bureau or division in which the claimant 
is employed, and are receipted in advance and sworn to before a 
notary. The purchasing agent bills (Chart III, No. 16; Exhibit C, 
Form 27) on blank paper all requisitions received and forwards the 
bill to the bookkeeper, accompanied by a memorandum of the several 
accounts to be charged. The bookkeeper places the bill in a voucher 
jacket, and after securing for it the signature of the commissioner 
and making the proper book entries, transmits it to the comptroller. 
On receipt of the check from the finance department, the purchasing 
agent refunds in cash to the claimants whose requisitions and receipts 
he holds. The bookkeeper maintains a separate petty cash account 
for stamps and incidental office purposes. He vouchers his dis- 
bursements directly to the department of finance, beii^g reimbursed by 
check in the manner described above. 

Contract Vouchers (Exhibit C, Forms 32, 33) 

The department enters into contracts for (1) supplies, <2) con- 
struction work, buildings, etc. 

Contracts for supplies (Chart III, No. 17; Exhibit C, Form 28) are 
entered into pursuant to section 618 of the charter. The procedure 
with respect to the letting is the usual procedure, and is as follows: 

1 Annual estimates of quantities needed are made up by the super- 

intendent of supplies on data furnished by the several em- 
ployees in charge of the distribution of the supplies to be con- 
tracted for; 

2 Estimates are submitted by the superintendent of supplies and 

repairs to the assistant secretary; 

3 Contracts are drawn up by the assistant secretary and sent to 

the City Record for printing; 

4 Proof is sent to corporation counsel for approval of form and 

returned to the department; 

5 After approval, contracts are returned to City Record for final 

printing; 

6 Three copies are signed by the corporation counsel; 

7 Bids are advertised for in the City Record and corporation news- 

papers as required by section 618; 

8 Bids (Exhibit C, Form 29) are opened by the park board; 

9 Bids are tabulated by the chief engineer; 

93 



10 Deposits and schedules of deposits (Exhibit C, Form 30) are for- 

warded to the comptroller; 

11 Contracts are awarded to the lowest bidders or all bids rejected. 

If awarded, 

12 Comptroller is notified and sureties of lowest bidders are sub- 

mitted to him for approval. If sureties are approved, 

13 Contracts are executed by the president of the board and the 

contractor; 

14 Copies of the contracts are sent to the comntroller. who attaches 

his certificate advising the department of his action; 

15 Contracts are sent to bookkeeper by assistant secretary for entry 

in the former's record. 

Partial deliveries are made of such supplies as coal, forage, mould, 
sod and sand as required. The stated procedure in the matter of 
coal is: 

1 The foreman in charge of a building notifies the* superintendent 

of supplies and repairs that coal is required; 

2 The arsenal storekeeper goes to the coal yard of the contractor 

with the foreman's requisition, telephones the finance depart- 
ment that he is going to weigh a certain quantity of coal to 
be delivered at a place named, weighs the coal, fills out two re- 
ceipts and a stub (Exhibit C, Form 31), delivers the receipts to 
the driver of the coal wagon; 

3 The driver delivers the receipts and coal to the foreman re- 

quiring it; 

4 The foreman signs the receipts, returning one to the driver and 

forwarding the other to the superintendent of supplies and re- 
pairs; 

5 The superintendent of supplies and repairs records the delivery in 

his coal record book (Chart III, No. 18) showing date of de- 
livery and amount delivered; 

6 The superintendent of supplies and repairs draws up a vouched 

for partial or final payment (Exhibit C, Forms 32, 33) on tno 
contract based on his record book, the receipts forwarded to 
him by the foreman (Chart HI, No. 18) and the contractor's 
memorandum bill (Chart III, No. 19); 

7 The superintendent of supplies and repairs signs the voucher and 

sends it to the bookkeeper for entry; 

8 The bookkeeper gets commissioner's signature and forwards 

voucher to comptroller. 

Forage deliveries are made by the contractor on advice from the 
superintendent of supplies and repairs. The deliveries are weighed, 
on receipt, by the employee of the department. Receipts (Exhibit C, 
Form 34) are made out and vouchers drawn in the manner described 
with respect to coal. 

Mould and sand are delivered by the contractors in numbered 
carts measured by the engineers of the department. The numbers 
and capacity of the carts are transmitted to the superintendent of 
supplies and repairs. An inspector designated by the superintendent 
of parks certifies to the quality of the material loaded into the carts, 
giving the driver a written certificate to that effect. This certificate 
is surrendered at the point of delivery to an inspector designated by 
the superintendent of parks, who makes out a receipt as in the cases 
of coal and forage. The procedure in vouching Is the same as In 
the cases of coal and forage. 

94 



Gravel is paid for in deliveries of barge lots, the contents of a 
barge being determined by the engineers of the department Upon 
this basis a voucher in payment is drawn by the superintendent of 
supplies and repairs. The gravel is unloaded by outside stevedores 
hired by the contractor and delivered by them to places and in 
amounts as needed, the balance being sent to the Ninety-seventh Street 
yards. No effort is made to check up the amount so delivered with 
the amount paid for to safeguard the city against loss. 

Contract supplies delivered in the full amount of the contract on 
one delivery are carried by the contractor directly to the location 
where they are to be consumed. The employee receiving them In- 
spects them and makes a record of their quantity and character. 
When the bill for the goods is received by the superintendent of 
supplies and repairs, he checks the bill with the record of the em- 
ployee receiving the goods, signs and dates the record and secures a 
receipt (Chart III, No. 20; Exhibit C, Forms 35, 36) from the em- 
ployee stating that the goods described had been received by him 
from the contractor. 

When contract supplies are delivered to the Arsenal, the super- 
intendent of supplies and repairs on receiving the invoice checks it 
with the storekeeper's record of receipts. He then makes up the 
voucher and sends it with the invoice and receipt to the bookkeeper. 

Construction contracts: When instructed to do so by the com- 
missioner, the chief engineer prepares the specifications and contract 
for construction work (Chart III, No. 21; Exhibit C, Form 37) and 
submits them to the commissioner, who turns them over to the assis- 
tant secretary. The assistant secretary sends them to the City Rec- 
ord for printing, and on the return of proof a comparison with the 
original is made in the chief engineer's olflce. The procedure rela- 
tive to approval by the corporation counsel and to the advertising 
for and receipt of bids is as described above with respect to the pur- 
chase of supplies and validation of contract. 

In tabulating bids (Exhibit C, Form 38) the engineers make six 
copies on a form; one for each of the three commissioners, one for the 
comptroller, one for the City Record and one for the chief engineer. 
Six copies of the contract are sent to the chief engineer. 

Vouchers for partial or final payments on' construction contracts 
(Chart III, No. 22; Exhibit C, Forms 32, 33) are made out under the 
direction of the chief engineer, who certifies that the amount of 
work to be paid for has been satisfactorily completed (Chart III, No. 
23). 

When plans and specifications for a department building are 
drawn by a special architect appointed by the commissioner, the 
department architect may pass upon them, but the printed proof of 
the contract is submitted to the special architect for approval (Chart 
III, No. 23). 

Vouchers in payment for work under the supervision of an out- 
side architect are certified to by him and by the department architect. 
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Vouchers for Open Market Orders (Chart III, No. 24) 

Articles which are classified as perishable by the park board, as 
well as emergency supplies, may be purchased on open market orders. 
The expenditure for emergency supplies may not exceed $1,000 In any 
one month. Supplies chargeable to corporate stock accounts are not 
included within this limitation by the department nor are supplies 
listed by the state and city prisons, even though the prisons are un- 
able to furnish them. 

Purchase requisitions (Chart m, No. 26; Exhibit C, Form 39) may 
originate with any foreman or employee above that rank. 

When a foreman wishes supplies which are not in stock, he fills 
out a purchase requisition or writes a letter to the superintendent of 
supplies and repairs, who transmits the request to the superintendent 
of parks. If the superintendent of parks approves the purchase he 
makes out a regular form of requisition (Chart III, No. 27) and stub 
(Exhibit C, Form 40), signs it and returns it to the superintendent of 
supplies and repairs, indicating the account to which the order is 
chargeable. Requisitions drawn by the architect, chief engineer, 
director of the menagerie, etc., are drawn on formal blanks on which 
the account chargeable is indicated, and are not submitted to the 
superintendent of parks for his approval. 

When the requisition is received by the superintendent of supplies, 
he certifies that the supplies requested are not in stock, enters the 
requisition in numerical order in the record of supplies (Chart III, 
No. 28; Exhibit C, Form 41) and forwards it to the purchasing agent. 

The purchasing agent submits it to the commissioner for his 
signature and on its return, in his discretion, fills out printed forms 
inviting open market bids (Exhibit C, Form 42). After the dealer is 
selected, he makes out an open market order (Chart III, No. 29; Ex- 
hibit C, Form 43) in triplicate and submits the original to the com- 
missioner for signature. The original is then sent to the dealer, 
the duplicate being temporarily retained by the purchasing agent after 
entry in the bookkeeper's record, the stub or third copy being retained 
permanently in his oflSce. Orders chargeable to the accounts "labor, 
maintenance, supplies, preservation of stone work and care of Irees", 
"zoological department", and "Harlem River Driveway", are made out 
on forms bearing the titles of those accounts respectively. Orders 
chargeable to other accounts are made out on forms on which the 
name of the account chargeable is written in. The dealer returns 
the original order with the invoice (Chart III, No. 30) rendered In 
duplicate. The commissioner's signature is then stamped on the 
duplicate order which is temporarily retained in the oflOlce of the 
purchasing agent. The prices and quantities shown in the invoice 
are then entered on the stub of tBe order book, and if the prices 
and amounts are correct the purchasing agent certifies on the in- 
voice that the "articles named in this bill were purchased by me 
and the prices are correct", and forwards both the invoice and 
the order to the superintendent of supplies and repairs. The super- 
intendent of supplies and repairs, having received a receipt (Chart 



Ill, No. 31) from the department employee to whom the goods were 
delivered, completes his entry in his record of supplies, and certifies on 
the invoice that "the arMcles named in this bill have been received 
in good order by the department of parks, and this bill has been ex- 
amined by me in all its details and is correct". He then transmits 
the invoice, order and employee's receipt to the bookkeeper. The 
original bill, order and receipt are attached to the voucher form (Ex- 
hibit C, Forms 44, 45, 46) which, when signed by the commissioner, 
is entered in numerical order in the voucher record, listed on the 
schedule of vouchers (Exhibit C, Form 47), and sent to the comp- 
troller for payment. The duplicate bill and order are backed with 
a form (Exhibit C, Form 48) which is given the same number as the 
voucher and filed in the office of the bookkeeper. 

Supply purchases by the museums: When the museums of art 
and 'natural history require supplies chargeable to maintenance ac- 
counts, they purchase and pay for them directly. Once a month the 
receipted duplicate Invoices for these supplies are sent to the de- 
partment bookkeeper, who sends the original to the comptroller with 
the voucher form, filing the duplicate in his office. The comptroller 
forwards a check covering the amount to the museums to reimburse 
them for their expenditure. 

When in the Judgment of the museums supplies required are 
properly chargeable to a corporate stock account, requisitions on 
which the director certifies that the articles required are not in 
stock and are necessary, ^re sent to the purchasing agent. The 
purchasing agent after securing the written approval of the requisi- 
tion by the commissioner, makes out an order, secures to it the sig- 
nature of the commissioner, and forwards it to the selected dealer. 
On receipt of the duplicate invoices and returned original order the 
purchasing agent sends the invoices, without the order, to the museums 
where it is certified by the director to the effect that the supplies 
were received in good condition, and a slip attached indicating the 
specific uses to which the supplies are to be applied. The invoices 
and the slips are then returned to the purchasing agent, after which 
they follow the course of regular open market purchase invoices. 

Storerooxns and Stations Where Stock Is Kept and Distributed 

The general storeroom of the department is situated at the Arsenal. 
Stock of special character is also kept at the following locations: 
86th Street shop; Fifth Avenue greenhouses; 79th Street yard; 97th 
Street yard; Eighth Avenue nurseries and gardens; 86th Street stable; 
Harlem River Driveway, stable and storehouse; park menageries. 
Tools and utensils are also kept at the above places as well as at 
all section houses, the children's school farm and all gymnasiums and 
playgrounds. 

The Arsenal Storeroom 

When the storekeeper requires additional stock, he makes out a 
requisition and forwards it to the superintendent of supplies and 
repairs, after which it follows the procedure described for open market 
purchases or requisitions from section foremen. The superintendent 
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of supplies and repairs, with the storekeeper, maintains a numerical 
requisition register (Chart III, No. 28; Exhibit C, Form 41) on which 
requisitions are entered after their approval by the superintendent of 
supplies and repairs and the superintendent of parks. 

When the goods are received, the storekeeper receipts the 
driver's ticket of delivery and enters in the day book of receipts 
(Chart III, No. 32; Exhibit C, Form 49) the dealer's name and the 
description of the goods delivered. This entry is made either from 
the memorandum bill or from actual count and inspection of the 
goods. If purchased for storeroom purposes, the goods are then 
placed in stock. If the goods are not for storeroom purposes, the 
storekeeper notifies the person on whose requisition they were pur- 
chased, delivers them and secures a receipt. These deliveries are 
entered in a day book for deliveries (Chart III, No. 33; Exhibit C, 
Form 50). 

When the superintendent of supplies and repairs receives the 
invoice, he compares it with the entry made by the storekeeper in 
his day book for receipts. If the bill is supported by this record, the 
superintendent completes the entry in the record of supplies or re- 
quisition register. He then secures a receipt from the storekeeper 
stating that the goods have been received by him from the dealers. 
From the stub of this receipt the storekeeper makes an entry in his 
receipt book (Chart III, No. 34; Exhibit C, Form 51) under the day's 
date. The procedure with respect to goods purchased on contract 
is the same, except that there being no purchase requisition, no entry 
is made in the requisition register. 

To secure supplies from the storeroom, a foreman or other em- 
ployee makes out a storeroom requisition and receipt (Chart HI, No. 
35; Exhibit C, Form 52), and forwards it to the superintendent of 
supplies and repairs; if it is approved by the superintendent of 
parks, and if the goods are in stock, it is returned by the superin- 
tendent of supplies and repairs to the storekeeper. The storekeeper 
enters the receipted requisition under the day's date in the delivery 
book (Chart III, No. 36; Exhibit C, Form 53) and files it away with 
the other requisitions of the same month. 

Deliveries to the menageries are made to any employees on the 
order of the superintendent of supplies and repairs without a receipt. 

For supplies delivered to the chief engineer's bureau, only in- 
formal receipts are secured. A record of these deliveries is made 
in the delivery book. 

Receipts of goods are entered in the day book of receipts, the 
record of supplies and the receipt book, but no stock ledger (Chart 
III, No. 37) is kept. Although deliveries are recorded in either the 
day book for deliveries or delivery book, or both, they are not brought 
against the receipt of the same kind of goods through a stock ledger. 
The books recording receipts and the two books recording deliveries 
are not in any way related. Although inventories are taken semi- 
annually at the request (Exhibit C, Form 54) of the superintendent 
of supplies and repairs, no record is maintained either in the store- 
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room or in the general office by which the Inventories could be 
checked. No control over the storeroom is maintained in the 
general books of the department. To determine stock on hand at 
any time a physical count is necessary. 

86th Street Repair Shops 

At these shops the foreman carpenter maintains stock Records 
for lumber, iron, steel, tools, wheelwright supplies and hardware; 
the foreman painter for paints, oils, glass, etc. The foreman car- 
penter also records in a small book (Ehchibit C, Form 55) the con- 
tracts and orders on purchase for supplies required by his department. 

When lumber, iron or other supplies are received, they are 
counted, measured or weighed, and entries made of the number, 
quantity, weight or measurement, etc., in the receipt book (Exhibit 
C, Form 56). These entries are then checked against the record of 
the original order or contract and posted to a stock ledger (Chart 
III, No. 37; Exhibit C, Form 57) under appropriate descriptive head- 
ings. On the receipt of the invoice the superintendent of supplies 
and repairs compares it with the record of receipt maintained in the 
shops, noting that fact on the record. The foreman carpenter then 
gives him a receipt for the goods delivered and described in the in- 
voice to which it is attached. 

A daily record is kept of the hardware and lumber used. These 
records are posted to hardware and lumber day books (Exhibit C, 
Forms 58, 59) respectively, showing how and when the material was 
consumed. A monthly analysis is made of the day book entries, 
collecting the amounts used of the various kinds of stock, from which 
postings are made to the stock ledger. The procedure with respect 
to the iron and steel is similar, save that a machinists' and black- 
smiths' supply day book (Exhibit C, Form 61) is used for deliveries. 
Orders, receipts and deliveries of oil are likewise recorded in the 
order record, receipt book and oil book respectively (Exhibit C, 
Forms 55, 56, 60), but no oil account is maintained in the stock 
ledger. 

Tools taken from the shop by repair men are recorded by the 
carpenter and the returns checked oft. He also keeps a delivery 
book (Exhibit C, Form 62) for old stock stored in the 86th Street 
stable, which is posted semi-annually to a stock ledger kept for old 
stock. 

Semi-annual inventories are taken of stock on hand at the re- 
quest of the superintendent of supplies and repairs. If the ledger 
balance differs from the physical count, no adjustments are made. A 
record of all tools reserved for repairs is maintained at the repair 
shops. A notation is made against each entry of the disposition made 
of the tools received, whether repaired or returned to the foremen 
or condemned. A separate record is maintained of k\l tools con- 
demned and notice sent to the superintendent of supplies and re- 
pairs. A classified record is kept of articles manufactured or re- 
paired, the date of completion of the job, for whom it was done andi 
the name of the mechanic engaged on the job. - \ .- >- '*. '• 
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While the stock records kept by the foreman carpenter are the 
most complete in the department, they are not related to the general 
books of the department, and benefit only the foreman carpenter. 

When supplies are received in the paintshop, they are inspected, 
counted, and listed on a storehouse requisition which is signed by the 
foreman painter and sent to the superintendent of supplies and re- 
pairs, who uses it to check his invoices. From the stubs of these 
requisitions, the painter posts to the debit side of the stock ledger. 
The credit or delivery side of the ledger is posted from slips of 
paper made up by the foreman, showing where and when the material 
was used. The slips are afterwards destroyed, making verification of 
these postings impossible. 

An inventory is taken quarterly, but no adjustments are made 
in case the ledger balances do not agree with the actual stock found 
to be on hand. 

Greenhouses and Conservatories 

Bulbs, seeds, manure, coal and general supplies are received here. 
Seeds and bulbs are ordered on contracts based on data furnished 
the superintendent of supplies and repairs by the gardener. All 
the summer budding plants and bulbs for fall planting in the boroughs 
of Manhattan and Richmond are supplied from the greenhouses. The 
foreman gardener inspects all supplies received on orders, and re- 
cords their receipts in a receipt book showing the date, quantity and 
description of the articles delivered. Against this receipt record 
the invoice is checked by the superintendent of supplies and repairs. 
Deliveries of bulbs and plants are recorded in a delivery book show- 
ing date of delivery, quantity and description, and the places where 
the plants and bulbs are used. No use is made of this record ex- 
cept in making up the gardener's quarterly reports to the superin- 
tendent of parks. 

An inventory of tools, implements, rolling stock, etc., used by 
the gardeners is taken semi-annually for the superintendent of sup- 
plies and repairs. No record is kept of the tools in use and the 
^supplies on hand. 

i 79th Street Yard 

Receipts are sent to the superintendent of supplies and repairs 
lor each wagon load of sand or thousand of brick received by the fore- 
man mason at the yard. No record is kept of the quantity of sand, 
brick, etc., on hand, nor of deliveries made to jobs. Sand is de- 
livered to the jobs in wagons as requested by the masons, after in- 
spection and approval by the foreman in charge of masonry. Sand is 
also delivered to section foremen on verbal request. No record is 
kept of the tools and implements used by the men. A quarterly re- 
port, however, is made to the superintendent of parks stating in 
general terms the work performed during the preceding quarter. No 
records were produced, on request, upon which this report should be 
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The materials used in rigging are obtained from tlie Arsenal 
storehouse on storehouse requisitions for immediate use, and in such 
small quantities that it is stated there is no necessity for keeping 
stock records at the 79th Street yard. No record is kept of the 
tools and implements used by the men, nor of work done. 

The entomologist signs the receipts for gasoline and coal which 
he sends to the superintendent of supplies and repairs. No record 
is kept of supplies on hand or of tools and implements In use. 

97th Street Yard 

Manure; gravel and stone are stored in the 97th Street yard. No 
record is kept of receipts of manure, stone or gravel; nor of tools and 
general supplies received on requisition; nor of stone or gravel de- 
livered. 

Eighth Avenue Nurseries and Gardens 

Requisitions for trees and plants are made by the arboriculturist 
in letter form, on the superintendent of parks. These requisitions 
are usually referred to the landscape architect for his approval. Trees 
and shrubs received at the nursery are Inspected by the arboricul- 
turist, and if passed are entered In a memorandum book and checked 
against a copy of the original requisition. Receipts of mould and 
sand are also entered in the memorandum receipt book and receipts 
sent to the superintendent of supplies and repairs. A memorandum 
record of all tools given the foreman is kept, and the foremen keep 
records of tools placed in the hands of their men. The arboriculturist 
keeps a memorandum record of the location of all plantings made by 
him. 

The gardener makes a list of all articles received by him and 
checks it off against the stub of the requisition book. No record Is 
kept of plants raised or of those placed in gardens temporarily. Tools 
and implements are received on storehouse requisitions from the 
Arsenal. 

86th Street Stable 

The foreman in charge of the stable weighs all forage received, 
signs a receipt for it and sends it to the superintendent of supplies 
and repairs. The forage is used as needed, and no record is kept of 
its disposal. 

The foreman furnishes the superintendent of supplies and repairs 
with data for contracts for stable and harness supplies. On delivery 
of these supplies the foreman inspects them and enters them in a 
receipt book for contract deliveries. When the superintendent of 
supplies and repairs wishes to make a payment, the foreman gives 
him a receipt for all goods delivered to that time. 

Supplies received on open market orders are entered in an open 
market order receipt book against which the superintendent of sup- 
plies and repairs checks the Invoice. No stock records of any kind 
are kept nor are any records kept of the use made of any supplies. 
No record is kept of repairs to harness, but a record Is maintained 
of repairs to gymnasium equipment. 
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Supplies are furnished to the Harlem River Driveway division 
from the 86th Street stable on the special order of the superintendent 
of parks. A record is kept of these deliveries, but no transfer of 
the charge is made on the general books of the department. The 
foreman keeps a record of the visits of the veterinary against which 
the superintendent of supplies and repairs checks his bill, a record 
of all horses shod, and a record of all horses accepted for trial or 
purchased. Once a year the foreman prepares a list of discarded 
articles for condemnation by the superintendent of supplies and 
repairs. 

Harlem River Driveway, Stable and Storehouse 

At the Harlem River Driveway records are maintained to ac- 
count for all tools taken out and returned by workmen. A semi- 
annual inventory is taken and the foreman held responsible for all 
tools and implements given into his charge. The foreman keeps a 
diary of the number of teams employed in the work of his division 
and where they are used, the number of men employed on the dif- 
ferent branches of work and the amoimt of blacksmithing done. Only 
a small stock of supplies is kept on hand, but no records are main- 
tained to show the manner or purpose of its disposition. 

Menagerie 

Supplies for the menagerie are obtained on purchase requisitions 
signed by the director, or are secured from the Arsenal storeroom. 
In the latter case no receipt is given. The stock carried is very 
small. 

Children's School Farm 

Records are kept of the various kinds of supplies used and on 
hand, but not of quantities. 

Gymnasium and Playgrounds 

The only records kept at the playgrounds and gymnasiums are 
those of attendance and accidents. Supplies from the Arsenal store- 
room are ordered by the foreman in charge of the section in which 
the playground is located. The superintendent of parks keeps an 
account with each playground showing time, quantity and character 
of equipment deliveries. This record will show him the date and 
amount of the last delivery to any playground of a particular kind 
of supply, but does not provide a basis for judgment with respect to 
the requisitions for supplies which he must approve. 

The "statistician" of the playground reports worn out and damaged 
apparatus to the superintendent of parks, by whom it is sent to the 
shop at the 86th Street stable for- repairs or condemnation. No rec- 
ord is kept of the amoimt condemned from each playground. 

Section Gangs 

The section gangs obtain supplies from the Arsenal storeroom on 
storeroom requisitions. No records of supplies are kept with the ex- 
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ception of a memorandum record of tools, showing tools on hand, 
kept by the foreman. No record is kept of work done. The quar- 
terly report to the superintendent of parks is rendered in general 
terms and is apparently made up from memory. 

Inventories. 

On June 30th and December 31st of each year, all foremen through- 
out the department send inventories of stock on hand and equipment 
in their charge to the superintendent of supplies and repairs. As 
there is no control over this stock in the general department books, 
the only benefit gained from this laborious work is a possible aid 
to the superintendent of supplies and repairs or the superintendent 
of parks in determining whether foremen's requisitions for stock or 
purchases are warranted. With the present condition of the records 
the superintendent of supplies and repairs is unable to check the cor- 
rectness of the inventories in any way without making an actual phy- 
sical count of his own. The benefits derived from the inventory are 
at present too small to offset the time and expense required to make 
it up. 

Voucher Book (Record) 

This book (Chart III, No. 4; Exhibit C, Form 2) is a record of all 
vouchers drawn on the comptroller for payment. Vouchers 
are entered in this record in numerical order before sending 
to the comptroller, the total of the voucher being entered in a total 
column, and a distribution being made across the page to the various 
accounts to which the payment is chargeable. The total footings of 
the charges to the various accounts are posted monthly as a debit in 
the general ledger. 

The voucher book records all the expenditures of the depart- 
ment, which may be classified as follows: payroll; petty cash for 
sundry expenses; contracts; open market orders. 

Audit Book 

The purpose of this book (Chart III, No. 10) is to check the 
accuracy of the voucher record. It consists of copies of schedules 
of vouchers (Exhibit C, Form 8) transmitted to the commissioner and 
to the comptroller, showing amounts and accounts to be charged. 
These copies are signed by the commissioner. 

A monthly recapitulation is made of these statements and the 
result is checked against the total charges to each account as shown 
by the voucher record. 

Inasmuch as the voucher record is columnar in form, it is self- 
checking with respect to footings, and the chance of error in other 
respects being slight, the audit book seems an unnecessary precau- 
tion and could profitably be discontinued. 
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Bookkeeper's Record 

This book (Chart III, No. 38; Exhibit C, Form 7) is designed to 
show, currently, the estimated balances in accounts available for use. 
It carries accounts with the various appropriation items of the budget, 
revenue bond funds and with corporate stock authorizations. It 
obtains its- credits from the same sources as does the general ledger. 
For all liabilities incurred on contract or open market orders a re- 
serve is set up. The amount of vouchers drawn in payment are en- 
tered in adjoining columns, the original entry being stricken out when 
the liability Is fully discharged. Payroll vouchers are entered in a 
separate column. Vouchers in payment of petty cash items or sup- 
plies purchased without contract or orders are entered in the same 
column as vouchers drawn in payment of orders or contracts. If 
it were desired to modify the system, this record could be made un- 
necessary by providing columns in the general ledger in which the 
reserves could be set- up, the general ledger thereby being made to 
serve the purpose of this book. 

Cash Book 

Each month the bookkeeper copies the entries from the assistant 
secretary's cash book into his own cash book (Exhibit C, Form 1), 
where they are segregated- In columns according to the source of 
the income. With the exception of two or three months during 1907 
no record has been made of deposits for street openings. The 
monthly totals of this book are credited to the various income ac- 
counts and debited to the city chamberlain in the general ledger. 
The only papers filed in the bookkeeper's office in support of the en- 
tries in this book are the assistant secretary's memorandimi descrip- 
tions of the payments. 

Bent and Special Privilege Ledger 

Accounts are kept In this ledger with concessions and leases. The 
information from which an account is opened as a rule is obtained 
verbally from the assistant secretary, although as has been stated be- 
fore it is claimed that the leases are open to examination by the book- 
keeper. Prior to January 1907 there was no attempt to charge the 
concessionaires as the income accrued, and the only entries made up 
to that time were credits from the cash book as the payments were 
received. 

Memorandum Bill Ledger (Chart III, No. 32) 

A memorandum bill ledger is kept by the bookkeeper. In this 
ledger, under the names of persons or firms with which the depart- 
ment deals, all vouchers for supplies are entered from the voucher 
record, showing the account to which they have been charged. This 
ledger does not include unvouchered claims or outstanding orders. 

104 



The General Ledger 

The general ledger (Chart m, No. 1) is designed to show the 
amount expended and the balances unexpended in the various appro- 
priation, bond and corporate stock accounts, and the amount of cash 
received and transmitted to the chamberlain. It carries an account 
with each item of appropriation as set forth in the annual budget of 
the department, with each revenue bond and corporate stock authori- 
zation a;nd with each class of departmental cash receipts. 

Credits to the appropriation accoimts are made from the annual 
budget. Fund and corporate stock accounts are credited with the 
full amount of the authorization irrespective of the actual amount 
of stock or bonds sold to the credit of the authorization (Chart III, 
No. 2). Monthly totals from the cash receipt book (Chart III, No. 
3; Exhibit C, Form 1) are entered in the general ledger showing the 
total cash received by the department and transmitted to the city 
chamberlain from the various sources of cash revenue. 

Charges to appropriation and fund accounts are brought in monthly 
totals from the voucher record (Chart III, No. 4; Exhibit C, Form 2). 

The balances of these accoimts should be in agreement with cor- 
responding accounts shown on the books of the department of finance, 
except for vouchers in transit and the addition or deductions made 
by the comptroller, which have not been reported to the department 
to date. 

Trial Balance 

A trial balance (Exhibit C, Form 3) for the information of the 
commissioner is taken off monthly on a printed form showing pay- 
ments and unexpended balances in the various appropriation accounts. 
Another trial balance (Exhibit C, Form 4) including fund and active 
stock accounts and some additional information is prepared for the 
commissioners of accounts. 
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Exhibit C 
INDEX OF FOBMB AlID BECOBDS IN PRESENT USE 

1 Cash receipts book 

2 Voucher record 

3 Statement of balances of appropriations 

4 Trial balance and statement as per ledger 

5 Agreement for special privileges 

6 Statement and return of monies received 

7 Record (bookkeeper) 

8 Audit sheet for schedule of vouchers 

9 Foremen's weekly time return 

10 Foremen's semi-monthly time return 

11 Foremen's monthly time return 

12 Weekly payroll ledger 

13 Semi-monthly payroll ledger 

14 Mionthly payroll ledger 

15 Foremen's report for weekly payroll 

16 Foremen's report for semi-monthly payroll 

17 Foremen's report for mechanic's payroll 

18 Chief engineer's daily return of time 

19 Daily time return for gymnasium and playground attendants 

20 Daily time return for menagerie employees 

21 Foremen's detail slip 

22 Weekly and semi-monthly payroll voucher for employees* 

23 Monthly payroll voucher for officers, clerks, engineers, etc. 

24 Authorization for paymaster to pay men sick on pay day 

25 Engineer's subsidiary time return 

26 Employee's requisition for refund of petty cash 

27 Purchasing agent's bill for various petty cash requisitions 

28 Contract for supplies 

29 Form of bid on supply contracts 

30 Form of statement of security deposits to be sent to the comptroller 

31 Receipt for coal deliveries 

32 Voucher for part payment on contract 

33 Voucher for final payment on contract 

34 Receipt for forage deliveries 

35 Small form of receipt from employee to superintendent of supplies 

and repairs 

36 Large form of receipt from employee to superintendent of supplies 

and repairs 

37 Contract for construction 

38 Form of bid for construction contracts 

39 Purchase requisition used by foremen 

40 Purchase requisition used by superintendent of parks, chief engineer, 

etc. 

41 Record of supplies 

42 Form of return of open market bid 

43 Open market order 
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44 Voucher Jacket for supplies chargeable to the budgret 

45 „ ,, „ „ ,t to a fund or stock account 

46 „ „ „ services chargeable to the budget 

47 Schedule of vouchers 

48 Binder for duplicate vouchers filed in the office 

49 Day book for receipts in use in the Arsenal storeroom 

60 Day book for deliveries In use in the Arsenal storeroom 

61 Receipt book in use in the Arsenal storeroom 
52 Storeroom requisition and receipt 

63 Delivery book in use in the Arsenal storeroom 

54 Form of request for semi-annual inventory sent out by superintendent 

of supplies and repairs 

55 Order and contract record in use by carpenter 

66 Receipt book in use by carpenter 

67 Stock ledger in use by carpenter 

68 Hardware and tools day book in use by carpenter 

59 Lumber day book in use by carpenter 

60 Oil day book in use by carpenter 

61 Machinist's and blacksmith's supply day book in use by carpenter 

62 Delivery book for old stock In use by carpenter 
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Exhibit S 

LIST OF SUGGESTED AOOOUNTING BOOKS AND 
RECORDS 



Income Accounts 



Beglstani 

(To be kept in cashier's office) 

1 Register of concessions and 

leases 

2 Cash receipts 



3 Cash disbursements 



ru« 



Copies of concessions and leases 
and of rebate vouchers. 

Copies of permits, graduated 
stubs or duplicate receipts, ad- 
vices of auction sales, etc. 

Receipts from city chamberlain, 
depositors or comptroller. 



Expenditure Accounts 



Forms 

(To be kept in various offices) 

4 Requisition for purchases 

5 Requisition on storekeepers 

6 Contract on open market or- 

ders 

7 Storekeeper's report 

8 Stable report 

9 Greenhouse report 

10 Nursery report 

11 Manure pit report 
Begisten 

(To be kept in bookkeeper's office) 

12 Contract register 

13 Order register — contract and 

open market 

14 Invoice register 

15 Register of "A" vouchers 

16 Register of "B" vouchers 



Copies of contracts 

Copies of contract and open mar- 
ket orders 

Copies of invoices 

Copies of "A" vouchers 

Copies of "B" vouchers 
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8absidiax7 Ibedgers 

(To be kept by storekeepers) 

17 Stock ledger 

(To be kept in bookkeeper's office) 

18 Contract ledger 

19 Expense ledger 

20 Property, construction and bet- 

terment ledger 

21 Appropriation ledger 

22 Corporate stock and revenue 

bond fund ledger 

General Jonmal and Ibedger 

(To be kept by t;hi^f accountant) 

23 General journal 

24 General ledger 
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Exhildt T—I 
DESOBIPTION OF SUGGESTED ACCOUNTING BECOBDS 



Income Accounts 

Beirlstera D^soription 

(To be kept In Casbler's OfDce) 

1 Regrlsters of concessions A bound book in which concessions and 

and leases leases requlrlngr more than one pay- 

ment may be entered in numerical or- 
der. To be provided with the foUow- 
in£r columns: 

Concession or lease number 

Date issued 

Name of lessee 

Date of expiration 

Terms 

January 

(repeat for each month) 
Charsre 
Credit 
Cash 
Folio 
Amount 
Expense 

Rebate number 
Amount 
Balance arrears 

Short leaves to be inserted providing: 
for twelve months with one writing 
of the lease or concession. 

2 Cashbook — receipts a bound book to record all cash re- 

ceipts. To have the followins: col- 
umns: 

Date 

From whom received 
Concession, lease or permit number 
Register folio 
Cash received 

Concession charges and rents re- 
ceivable 
Income accounts 
General fund 
Projection permits 
Sale of condemned property 
Sinking fund 
Vault permits 
Zoological fund 
Sale of animals, etc. 
Deposits — street openings, etc. 
Deposits — security for bids 
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3 Cash book 
ments 



— disburse- A bound book to record all cash dis- 
bursements. To have the following 
columns: 



Date 

To whom paid 

Voucher number 

Folio 

Cash disbursed 

City chamberlain 

Deposits street openings, etc. 

Deposits — ^security for bids 



Expenditure Accounts 



Forms 

4 Requisition for purchase 



5 Requisition on store- 

keeper 

6 Contract and open mar- 

ket orders 



7 Storekeeper's report 



8 Stable report 



B Greenhouse report 



10 Nursery report 



' Desorlptlon 

A form drawn in duplicate on which re- 
quests for purchases may be made 

A form drawn in duplicate on which re- 
quests for purchases may be made 

A form drawn in sextuplicate on which 
the purchasing agent may make all 
orders 

A form on which the storekeeper may 
render a monthly report to the chief 
accountant of materials and supplies 
distributed and the place In which 
they are to be used. The reports will 
serve as the basis of a journal entry 
transferring stock to expense 

A . form on which the stable foreman 
may render a periodical report to the 
chief accountant of the daily assign- 
ment of horses to the various parks 
and offices. The report will be the 
basis of a Journal entry transferring 
stable cost to park and office expense 

A form on which the head gardener may 
render a periodical report of the chief 
accountant of the number of plants 
distributed from the greenhouses and 
the places in which they are used. 
This report to be the bcusis of a jour- 
nal entry transferring greenhouse 
cost to park and office expense 

A form on which the head arboricul- 
turist may render a periodical report 
of the number of trees and shrubs 
distributed from the nurseries and 
of the places in which they were used. 
The report to be the bsusls of a jour- 
nal entry transferring nursery cost 
to the various park expense accounts 
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11 M^ure report 



B«fflst«ni 

(To be Kept In Bookkeeper's 
Office) 

12 Contract register 



A form on which the foreman In charge 
may render a periodical report of the 
amount of manure distributed from 
the 97th Street pit and the places in 
which It was used. The report to 
serve as a basis for Journal entry 
transferring manure pit cost to park 
expense 

Desoription 



A bound book in which all contracts 
may be recorded in numerical and 
chronological order under the follow- 
ing headings: 



Contract number 
Name of contractor 
Character of goods or service 
Appropriation or bond fund 
Amount of contract 

Divisions 

Total 
Proposal number 

Corporation counsel for approval of 
contracts 

Transmitted to 

Received from 
Date of award 
Comptroller for approval of sureties 

Transmitted to 

Received from 
Contractor for execution 

Transmitted to 

Received from 
Comptroller 

Original filed 

Notice for return of deposit 

Certificate received from 

Department of finance number 
Triplicate copy of contract sent to 
contractor 



13 Order register — contract 
and open market 



A bound book in which all orders may 
be recorded in numerical and chrono- 
logical order, and in which all vouch- 
ers for payment of Invoices on these 
orders are also entered under the fol- 
lowing headings: 



Order 

Number 

Date 
Name of contractor or vendor 
Number of 

Requisition 

Contract 
Estimated cost 

Total 
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X«ffiBters 



Desoriptlon 

Contracts 

Open market orders 
Appropriation 
Bond fund 
Adjustments 

Month of January 

Month of February 

Month of March 
Voucher number 
Month of January 

Date 

"A" vouchers 

*'B" vouchers 
Month of February 

Date 

"A" vouchers 

"B" vouchers 
Month of March 

Date 

"A" vouchers 

"B" vouchers 



14 Reffisterof invoiees 



A bound book in which all invoides re- 
ceived may be recorded in numerical 
and chronolosrical order. To contain 
the folio wingr headings: 



Invoice 

Number 

Date 
Order number 
Amount 
Invoices 
Stores 

Arsenal storekeeper 

Repair department storekeeper 
Expense 

Property, construction and better- 
ments 



15 Register of "A" vouchers 



A bound book in which all vouchers 
drawn against appropriation accounts 
may be recorded in numerical and 
chronological order. To have the fol- 
lowing columns: 



Voucher 

Number 

Date 
Date of transmission 
Name of claimant 
Order number 
Invoice 

Date 

Number 

Stores 

Expense 

Property, construction and bet- 
terments 
Amount of voucher 
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1 6 Register of "B" vouchers 



(To be Kept by Storekeepers) 
17 Stores Ledger 



Desoription 

A bound book In which all vouchers 
drawn against revenue bond funds and 
corporate stock accounts may be 
recorded in numerical and chronologi- 
cal order. The headings to be the 
same as in the register of "A" vouch- 
ers 



A loose leaf ledger to be kept In the 
office of the storekeeper, in which all 
receipts of material ana supplies may 
be charged and all disbursements of 
supplies may be credited, one page be- 
ing used for each account. An ac- 
count to be kept with each kind of 
supplies under the following head- 
ings: 



Received 

Date 

Order number 

Quantity 

Price 

Amount 
Dispensed 

Date 

Requisition number 

Quantity 

Price 

Amount 



(To be Kept in Bookkeeper's 
Office) 

18 Contract ledger 



In case there be a large number of 
points to which any one class of sup- 
ply may be distributed, short leaves 
to be inserted to provide for such dis- 
tribution 



A loose leaf ledger in which accounts 
may be kept with each contract, one 
page being used for each contract. 
A description of the contract to ap- 
pear at the head of the page, showing 
the name and address of contractor, 
class of article, quantity, price, date 
of award, specification line, comptrol- 
ler's ■ number, contract number and 
amount. The column headings to be 
as follows: 



Orders 
Date 
Number 
Quantity 
Amount 
Other description if any 
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Desoription 

Receipts 

Date 

Quantity 
Invoices 

Date 

Amount 
Adjustments 

Add 

Subtract 
Vouchers 

" A" number 

"B" number 

Date 

Transmitted 

Amount 
Monthly total 
Balance of contract 

In case a contract may cover several 
lines of supplies or material, a sheet 
ruled in blocks is to be inserted oppo- 
site such contract page, on which a 
record may be kept of quantity of 
supplies or material delivered, and 
amount on account of each line num- 
ber. At the head of each block a 
description of the article contracted 
for is to be inserted which shows line 
number, article, quantity, price and 
amount. The columns of each block 
to have the following headings: 

Date 

Number 

Quantity 

Amount 

Balance 

19 Expense ledger A loose leaf ledger to chow, under the 

headings set forth in Exhibit X, the 
various operating and maintenance ex- 
penses of the department, one page 
to be used for each general class of 
expense accounts, the detailed ex- 
penses to be carried in columns. The 
expense columns to receive postings 
from the expense classification shown 
on the back of the central office copy 
of the order supporting the invoice. 
The descriptive column headings to 
be as follows: 

Invoice 

Number 

Date 
Order number 
Short particulars 
Amount of charge 



The remaining columns of the page and 
columns on short leaf Inserts to be 
used for the expense distribution 
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Desoriptlon 



20 Property, construction, 
and betterments 
ledger 



21 Appropriation ledgrer 



A bound book in wliich accounts may 
be kept with property, construction, 
equipment and other permanent as- 
sets and betterments thereon, one 
page to be used for each account. To 
receive its charges from the distribu- 
tion in the central office copies of or- 
ders supporting the invoices. To be 
provided with columns in which the 
details of cost may be shown 

A loose leaf ledger in which an account 
may be opened with each appropria- 
tion under the following headings, one 
page being used for each account: 



Voucher 

Number 

Date 
Date of transmission 
Name of claimant 
Character of service or supplies 
Dr. — audited vouchers 
Cr. — appropriation and transfers 
Monthly balance 

Contract and open market order re- 
serve 

Date 

Contract number 

Order number 

Debit 

Credit 

Balance 



22 Corporate stock and re- 
venue bond fund 
ledger 



The accounts to this book would be 
credited from budget advices and 
transfers and charged from the "A" 
vouchers, showing at any time the 
amount of the appropriation that is 
still available, after having taken into 
account the voucher charges against 
the appropriation and the contract 
and open market order reserve. Col- 
umns to be provided for recording 
contract and open market order re- 
serve, the debit column receiving its 
posting from the contracts and orders 
registered and the credit column from 
the "A" vouchers liquidating such 
contracts and orders 

A loose leaf ledger in which accounts 
may be kept with each revenue bond 
fund and corporate stock account, 
showing the amount of Donds author- 
ized, the proceeds of bonds transferred 
from the sales of bonds for various 
municipal purposes to each fund au- 
thorized, the vouchers charged against 
the account, and the amount reserved 
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Desoriptlon 

for incompleted contracts and open 
market orders. The headings of the 
columns to be as follows: 

Bonds authorized 

Date 

Amount 
Proceeds of bonds deposited 

Date 

Par value 

Premiums 
Voucher 

Number 

Date 
Date of transmission 
Name of claimant 
Character of service or supplies 
Dr. — audited vouchers 
Cr. — funds authorized 
Monthly balance 

Contracts and open market order 
reserve 

Date 

Contract number 

Order number 

Debit 

Credit 

Balance 



General Jonmal and 
liedffer 



(To be Kept by the Chief Ac- 
countant) 

23 General journal 



A bound book in which all closing en- 
tries and entries from the various re- 
ports may be made 



•24 General ledger 



A bound book in which Jthe controllinfir 
account of the departmental account- 
ing system may be kept 
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Exhibit T—II 

DESCRIPTION OF SUGGESTED ACCOUNTING PRO- 
CEDURE 

) Income and Cash Accounts 

The procedure to be followed wi^h respect to the income and cash 
accounts proposed to be installed in the office of cashier and with respect 
to the grantinsr of concessions, making: leases, and in handlingr of cash 
receipts, is as follows: 

1 On request of the applicant for concessions, leases and permits, the 

assistant secretary shall prepare the original document by carbon 
process in quadruplicate, each copy being on paper of a different 
tint. 

2 The commissioner, having satisfied himself that the concession, lease 

or permit should be granted, should sign each copy, sending one 
to the department of finance, one to the superintendent of parks, 
one to the cashier, and one to the applicant. 
3 ' The superintendent of parks should classify his copies by sections 
and check them with the foreman's weekly or monthly reports as 
to the concessions, leases or permits being exercised in the several 
sections, thus insuring that rights or privileges shall not be exer- 
cised for which no revenue is being received. 

4 In the case of concessions and leases that require periodic payments, 

preferably the bookkeeper but permissibly the cashier should im- 
mediately enter a copy in the regii^ter of concessions and leases, 
giving to it a serial number and filing the copy to support the 
entry. The accruals should be entered in the register in detail 
each month. At the end of each month the total charges should 
be carried through its journal to the controlling account in the 
general ledger. Payments should be made direct to the cashier, 
who should enter them in his cash book, noting the serial number 
of the privilege. At the time each payment is made the cashier 
should make out a receipt, on engraved stationery, with a gradu- 
ated stub, or in duplicate, giving the original to the payor, and 
filing the stub or duplicate numerically as his own voucher for the 
cash received. The cashier should post the cash receipt to its 
proper place in the register of concessions and leases and credit 
the monthly total of such receipts to the controlling account in 
the general ledger. The cashier should furnish the commissioner 
and assistant secretary monthly with statements of all arrearages, 
and the latter should see that prompt payment is" made or that 
proper steps are taken for satisfaction. 

5 The amounts shown on permits for bay-windows, vault permits, re- 

ceipts from sales of animals, and other payments coincident with 
transactions out of which revenues accrue, the cashier should enter 
at once in his cash book. The form of cash book (Exhibit "V") 
provides for the date, amount received, the number of the permit 
or receipt, and the class of revenue, one column being used for 
each class. After entry in the cash book, and before making up 
the statement to the comptroller, each collection returned should 
be checked to the amount shown on the grraduated stub or carbon 
copy of the permits and receipts. The permits as well as the 
receipts should be on engraved stationery and serially numbered, 
and recorded before leaving the department of finance. Thus 
each piece of financial stationery would be accounted for, and by 
proper inspection the department would be assured of getting all 
its income on its books. 

6 A copy of each concession or lease would be sent to the depart- 

ment of finance as soon as executed. At the end of each day or 
week (or If the present practice be followed at the end of each 
month) a statement would be made up by the cashier of the de- 
tails of all cash receipts. This statement would be supported by 
copies of permits issued coincident with payments, by graduated 
stubs or carbon copies of receipts for payments on concessions and 
leases, etc., and by certified returns from the department employee 
attending auctibn sales of animals and condemned articles. The 
statement and supporting evidence of receipts accompanied by a 
check would be sent to the department of finance. 

7 In case rebates were made to the lessee for repairs, or for other 

reasons, the voucher for such rebate should be in duplicate approved 
by the commissioner. The voucher should be accompanied by in- 
voices and other documents in duplicate to support the claim, one 
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set of which should be sent the department of finance, and the 
other retained in the office to support the entry to the credit of 
the lessee in the register of concessions and leases. The lessee 
should be currently charged the full amount contracted for in the 
lease or concession and credited on the register with cash paid 
as shown by the cash book and with rebates as shown by the re> 
bate vouchers. The total amount shown in the expense column 
of the register would bte credited by the bookkeeper to the con- 
trolling account for concession charges and rents receivable, and 
debited to the proper expense accounts. 
8 As before .indicated, the monthly total of each column in the cash 
book and the monthly totals of the charge and expense columns 
of the register would be Journalized to the general ledger, where 
control would be maintained over the balance column of the re- 
gister of concessions and leases. 
By this procedure, proper flies of documents, receipts, etc., would be 
maintained to support all entries and to serve as a basis of audit; proper 
books would be maintained to record the documents and receipts, and 
the responsibility for originating charges, receiving cash and recording 
these transactions would be so divided between the commissioner, the 
department of finance, the cashier and the bookkeeper, as to give the city 
reasonable assurance that so far as the department of parks was con- 
cerned it would have a strict accounting for all its income. 

It may be said in passing, that all references to the department of 
finance in the recommendations Just made are in accordance with the 
proposed accounting system recently adopted by that department, but 
until this system is installed, the statements, etc., which are now sent to 
the department of finance should be continued. 

Expenditure Accounts 

The ■ procedure to be followed with respect to the forms and records 
proposed to be installed for expenditure accounting is treated under 
record or form headings as follows: 

Requisitions on the Storekeeper 

Employees under the direction of the superintendent of parks should 
send all requests for supplies to the superintendent of supplies on a 
storehouse requisition made out in duplicate and signed by the foreman 
making the request. This requisition should be addressed to the superin- 
tendent of supplies and should state where the articles are to be de- 
livered. The superintendent of supplies is to send it to the superin- 
tendent of parks, and the latter. If he approves, should sign the requisi- 
tion, having first crossed out any items which he does not wish the 
foreman to receive. The superintendent of parks is to send the signed 
requisition to the Arsenal storekeeper. 

The storekeeper should date the requisition and give it a serial num- 
ber next following that given to the preceding requisition. He should 
note in the "remarks" column any items which he may not have in stock, 
should make a list of them on an "advice of goods not in stock," state 
thereon the requisition numiber and the date, the foreman's name, and 
where the articles are to be used, and send the advice back to the super- 
intendent of parks so that the latter may take such action on it as he 
may choose. The storekeeper should then deliver the items remaining on 
the requisition to the foreman, getting his receipt on the original requi- 
sition, which the storekeeper is to place in his file in numerical order to 
be used as a posting medium to the credit of the stock ledger. The 
carbon copy is to be sent by the storekeeper to the superintendent of 
parks as a notice to the latter of tools, supplies, etc., delivered to the 
foreman. 

If the storekeeper is delayed in making part of his delivery to the 
foreman, he may place the articles so delayed on a partial delivery slip. 
When he makes delivery of these articles he should treat the partial de- 
livery slip the same as he would the original storehouse requisition, ob- 
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talning thereon the receipt of the foremaiit filing it with the origrlnal 
storehouse requisition as a basis for a credit entry In his stock ledger^ 
making reference on the original to the partial delivery slip, and sending 
the carbon copy of the partial delivery slip to the superintendent of parks 
as a notice to him of the delivery of tools and supplies to foremen. All 
deliveries of stock to foremen should be made by the department supply 
wagon, except In cases of emergency, when the foreman would be per- 
mitted to send for his supplies. 

Requisition for Purchases 

If, when the superintendent of parks first receives the requisition on 
the storekeeper, he knows that it is for something that Is not in stock, 
he will make out a requisition on the purchasing agent. In case the 
superintendent of parks receives an advice of goods not in stock from 
the storekeeper, he may issue a requisition on the purchasing agent for 
the items stated on one or more of these advices. The privilege of 
Issuing such requisitions would be extended to the persons at present 
having it, namely, the superintendent of parks, chief engineer, director 
of menagerie and directors of the museums and the aquarium. Purchase 
requisitions are to be made out In duplicate, stating at the head of the 
requisition the bureau division or storeroom desiring the articles to be 
purchased. The requisition Is to be signed by the person making it, 
who also certifies "that work or supplies above specified are necessary.'' 
Purchase requisition will then be sent to the superintendent of supplies, 
who will certify that the articles asked for are not in stock. The requi- 
sitions will then be sent to the purchasing agent, who should place 
against each item the name of the vendor from whom he wishes to buy, 
and the account which is to be charged. He should approve the requi- 
sition at the bottom, and send it to the commissioner for his approval. 
The commissioner will make any changes of names of vendors, accounts, 
etc., on the requisition, which he~may deem proper. 

On the return of the requisition to the purchasing agent with the 
commissioner's signature, the purchasing agent should date the same 
and give the requisition a serial number next following the last on his 
requisition file. As the orders are Issued by him he should record the 
order numbers against each item on the requisition. He will then send 
the carbon copy of the requisition to the superintendent of supplies, 
who will bind It in numerical order and use it as a substitute for his 
present record of supplies. If necessary, the superintendent of parks, 
chief engrineer, etc., may retain a third carbon copy of purchase re- 
quisitions issued by them, as a permanent record in their respective 
offices. 

Orders — Contracts and Open Market 

On receipt of purchase requisitions approved by the commissioner, the 
purchasing agent will issue orders in sextupllcate. The orders should 
be directed to the vendor and should state the person and place to which 
the articles are to be delivered. Under the present ruling of the de- 
partment of finance, if several budget or bond accounts are to be charged 
with the goods purchased from one dealer, separate orders should be 
made out for each charge. The purchasing agent will give each order 
its date and consecutive number from his order file, and place thereon 
the contract number and the number of the purchase requisition under 
which the order was issued. The account to be charged will appear on 
the face of the order. The original order, the vendor's copy and the 
purchasing agent's copy are to be signed by the purchasing agent on 
the line provided under the legend "a certificate of necessity for the 
above work or supplies has been placed on file in this department." 
The chief accountant or bookkeeper is to certify on the origrlnal copy 
that there are "funds duly authorized to meet the expenditure." Before 
sending to the vendor, the order should be approved by the commissioner. 
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The orlgrinal copy and the vendor's copy are then to be sent to the 
vendor. 

A third copy is to be retained by the purchasing agent and bound 
in numerical order as his record of orders issued. This copy should be 
kept in an "unfilled order" binder until the invoice is received, when the 
purchasing agent will insert the prices on his copy, indicate thereon the 
date received, and the fact that the order has been filled. He should 
then place his copy in its proper order in the binder for "filled orders." 

A fourth copy is to be sent to the superintendent of supplies as a 
notice of goods ordered, for whose receipt and inspection he is to be 
responsible. This copy is finally to be bound by the superintendent of 
supplies with the requisition on which the order was issued and will 
complete the record which would be substituted for the present record 
of supplies. The superintendent of supplies should first place his copy 
in a binder for orders which have not been filled and inspected. "When 
he has received notice of the receipt of the goods and has verified their 
quantity and quality, he will indicate the same on his copy of the brder, 
with the date of verification, and place it with its proper requisition in 
the binder first mentioned. 

A fifth copy of the order is to be sent to the point of delivery and 
is to serve as a notice to the foreman at that point that goods have been 
ordered and are to be delivered to him. This copy is to be retained 
by the foreman and take the place of any present written records of goods 
ordered. He should place this copy in the binder for unfilled orders 
until the goods are received from the vendor, when he should check 
his copy of the order with the .vendor's invoice and with the original 
order, inserting the prices and amounts from the invoice in his copy of 
the order. In the case of a storeroom, the storekeeper should make 
this order the basis of the charge ledger. 

The sixth copy is to be sent to the bookkeeper, and is to be the 
basis for his entry under the present system in the record of appropria- 
tion and bond fund accounts. 

Invoices and Deliveries 

Under the system proposed by the Bureau the purchasing agent 
must give the order its official number at the time it is written and the 
bookkeeper will record it as described in this exhibit under the title 
"order register." 

The vendor must deliver the original order and invoices In triplicate 
with the goods to the person and place mentioned in the order, retaining 
the vendor's copy in his own possession. The invoices and original order 
must accompany the goods and must be delivered to the department by 
the vendor. Goods must be called for except in cases of emergency by 
the employees of the department. 

On receipt of the goods, the employee to whom they are delivered 
is to check them to the invoices, and to the original copy and his own 
copy of the order. If the vendor makes only a partial delivery on an 
order, he must send a memorandum bill to which the employee receiving 
must then check the goods; he is also to check the goods delivered to his 
copy of the order and make out a partial delivery slip which he will re- 
ceipt and send to the superintendent of supplies as a notice of a partial 
delivery. The superintendent of supplies having verified the quantity and 
quality by inspection and checked the items delivered on his copy of the 
order, he should forward the partial delivery sli]5 to the purchasing agent, 
who is to retain it until the invoice is received, when he is to file it with 
his copy of the order. 

In case of a partial delivery, the vendor is to retain the original 
order until the last delivery; with this delivery he is to send the original 
order, and invoices in triplicate for the entire order. On receipt of the 
original order, the employee to whom the goods have been delivered Is 
to receipt it and send it with the original invoice and one copy to the 
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superintendent of supplies, retaining one copy of the invoice as a pi*rt 
of his permanent records. All deliveries of sroods from the storehouse 
to employees should be made in the department wagron, except in cases' 
of emergency, when the employee will be permitted to send for them. 

The superintendent of supplies, having satisfied himself by personal 
inspection or by certificate of his inspector that the quantity and quality 
of the goods are correct, is to certify to that effect on the original order. 
In either case the certificate of the one inspecting is to be attached. 
He is also to be responsible for the extensions and footings on the in- 
voices, and is to certify to the correctness of these on the original in- 
voice itself. Having performed this work, he is to forward the original 
order with the duplicate invoices to the purchasing agent, who must 
certify on the original invoice that the prices are co/*rect, and in turn 
forward the original order and duplicate invoices to the bookkeeper. 
The bookkeeper Is to retain a copy of the invoice with his own copy of 
the order for the office records, and is to send the original order and in- 
voice to the comptroller attached to a voucher, having first obtained on 
the voucher the approvals required by the department of finance. The 
approval of the vouching ofllcer should go to the genuineness of the sig- 
natures of the several employees and agents certifying to the various 
facts necessary to his approval. 

Appropriation Ledger 

On receipt of budget advices at the beginning of the year, the book- 
keeper should open accounts in his appropriation ledger, one page being 
used for 9ach appropriation item or account. He should credit thes«» 
accounts from his advice with the total amount of each appropriation. 
He should do this through his general Journal, Journalizing the items in 
detail or by making a general entry of the total items. In this case the 
Journal entry "budget allowance" to "reserve for appropriations" would 
be supported by the items in detail contained in the City Record, which 
would be posted in the general Journal as supporting description from 
which the appropriation ledger would be posted. As vouchers charge- 
able to appropriations are recorded in the voucher register, similar en- 
tries would be made in the appropriation ledger as charges to the various 
appropriation accounts. These charges would be made directly from the 
voucher itself. At the end of the month the total of the appropriation 
vouchers so recorded in the voucher register should be debited to "appro- 
priation account" in the general ledger, the balance of which account is 
the controlling total to which the trial balance of the appropriation 
ledger must prove. 

As contracts and open market orders are recorded in their respective 
registers, they are also to be entered in the appropriation accounts in the 
debit column of that section carried under the title "reserve for contract 
and open market orders." These entries are to be made directly from 
the contracts and orders. As vouchers in liquidation of invoices on these 
contracts and orders are to be passed, they are to be entered in the order 
register agrainst the proper contract or open market order; they are also 
to be entered in the appropriation accounts affected in the appropriation 
ledger, on the credit side of the "reserve for contract and open market 
order." Thus it will be seen that the net balances of the reserves for 
appropriations in the appropriation ledger must represent the amount 
unencumbered by contracts and orders chargeable against each particular 
account. It will also be seen that each appropriation account will show 
two balances, one a balance unexpended, the other the balance remaining 
unencumbered by contracts and orders and therefor still available. 

Bond Fund Ledger 

As advices are received of bond funds authorized, the bookkeeper 
should open an account in his bond fund ledger for the full amount of 
each new authorization, one page being used for each account. An 
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entry should also be made in the general ledger through the general 
Journal, debiting "bond funds authorized" and crediting "reserve for bond 
funds authorized." Both the entry in the bond fund ledger and in 
the general Journal should be made from the advice itself. As the book- 
keeper receives advices of transfers of the proceeds of bonds sold for 
various municipal purposes, he should enter the amount in the credit 
columns in the section of the bond ledger under the title "proceeds of bond 
sales," showing the par value and premium, if any, in their respective 
columns. These entries are also to be Journalized to the general ledger, 
the amounts being debited to "bond funds available'* and credited to "re- 
serve for bond funds available.'* When transfers are made of the 
proceeds of bond sales for various municipal purposes, the amount of 
su6h transfers is to be substracted from the amount of authorizations, 
thus, by reverse Journal entries, leaving the amount of each authoriza- 
tion unissued. The journal entries on each transfer would be "reserve 
for bond funds authorized" to "bond funds authorized" and "bond funds 
available" to "reserve for bond funds available." As contracts and 
open market orders chargeable to bond fund accounts are recorded in 
the contract and order registers, the amount so recorded would be 
entered in the bond fund account affected in the debit column of the 
section under the title "contract and open market reserve." As "B" 
vouchers are registered in liquidation of such contracts and open mar- 
ket orders, the amounts of the orders and contracts liauidated should be 
entered on the credit side of "contract and open market oi'der reserve" 
section of the bond fund ledger in the accounts affected, and the amounts 
of the vouchers will be debited to the unexpended bond fund balance. 
The difference shown in each account between bonds authorized and pro- 
ceeds of bonds deposited will represent the amount of bonds authorized 
but not available for charges, and the trial balance totals of such dif- 
ference must prove with "bonds authorized" account in the general 
ledger. The balance of the "contract and open market order reserve" 
will show the amount of unvouched contracts and orders reserved 
against the account, and the totals of these balances will be proved to the 
" contract and open market order reserve — ^bond funds" account in the 
general ledger. In each account, therefore, will be shown three balances, 
viz.: (1) the balance of the bond fund authorized but not made avail- 
able by transfer of cash; (2) the unexpended cash balance available 
for the payment of audited vouchers; and (3) the unencumbered balance 
against which new contracts and orders may be issued. 

Contract Register and Ledger 

On receipt of a contract from the assistant secretary, the book- 
keeper must enter it in the contract register against a^ serial number, 
giving the contract the same number for filing reference. At the same 
time the bookkeeper would open an account for the contract in the con- 
tract ledger, using one page for each contract and placing the name of 
the contractor, the date, the number, the character of the contract, the 
amount and other required information in the heading. If there is no 
room on the ledger page for recording the different supplies and materials 
shown in the contract, he would insert a sheet with block ruling for re- 
cording each line separately, one block being used for each line number. 
As orders are drawn against a contract, they must be entered in the 
proper account in the contract ledger showing the date, the number of 
the order, the quantity and the amount. The date and quantity of 
goods received and the date and amount of invoices are similarly en- 
tered. When vouchers are registered which apply to contracts, they 
are to be entered in the voucher column of the contract sheet, and also 
each line contained in the invoice vouched is to be entered on the insert 
sheet under the proper block heading. The several lines carried on the 
insert are to be proved to the total of the voucher column in the main 
account, and the monthly total of vouchers shown in the account, sub- 
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tracted from the contract total, will give the trial balance. By this 
method the contract page of the account will show: (1) the total orders 
issued against the contracts, (2) the date and total quantity of supplies 
received, (3) the date and total amount of Invoices, (4) the total of the 
vouchers charged to date, and (5) the amount of the contract that is 
still unfilled. The insert sheets will give: (1) a record of each line 
number showing the dates and number of vouchers, (2) the total quan- 
tity received (3) the total voucher cost of quantities received, and (4) the 
balance still to be vouchered. 

The monthly total of the contract register would be charged in the 
general ledger to "contract and open market orders," and credited to 
"reserve for contract and open market orders." As above indicated, each 
contract and open market order would be entered in the debit reserve 
columns of the proper accounts in the appropriation or bond fund ledger. 
Thus, the trial balances of the contract and open market order reserves 
in the appropriation and bond fund ledgers would prove to the general 
ledger account. 

Order Register 

On receipt of the central office copy of an order from the purchasing 
agent, the bookkeeper would register it In the order register, noting its 
serial filing number. The amount of orders against contracts would be 
entered in the column marked "contracts." The amount of "open market 
orders" against "appropriations" would be entered in the column so 
headed, as would also "open market orders" against "bond funds." The 
bookkeeper would keep the central office copies of orders in an unfilled 
order file, until the vouchers for the liquidation of the invoices for de- 
liveries under orders are drawn. He would then file the order and the 
duplicate invoice in a voucher Jacket in his office. If an open market 
order, he would enter it in its proper appropriation or bond fund ac- 
count on the debit side of the "reserve for contract and open market 
orders" as above described. If an order against a contract, the amount 
of the order would be posted to the contract ledger as a charge against 
the contract affected. Vouchers in liquidation of Invoices on orders are 
entered in the voucher columns of the order regrister, three columns eacVi 
being provided for this purpose to enable the bookkeeper to enter all 
liquidations of a particular month in a column carried for that month. 
•The three columns make provision for three months of liquidations, any 
orders not liquidated at the end of three months being listed and for- 
warded. 

The monthly totals of the two open market order columns in the 
order register would be charged in the general ledger to "contract and 
open market orders" and credited to "reserve for contract and open 
market orders." The totals of the monthly liquidating column in the 
order register would be journalized at the end of the month, reversing 
the first entry for the amount, i.e., "reserve for contract and open 
market orders" to "contract and open market orders," thus reducing the 
general ledger balance in the reserve account, to which the trial balance 
of the reserve sections of the appropriation ledger and bond fund ledgers 
must prove. 

The Invoice Register 

As invoices are received by the bookkeeper they would be entered 
chronologically in a register of invoices and given a serial filing number. 
They would then be placed in an unvouched Invoice file until vouched. 
After being vouched, the duplicate invoice would be filed with the cen- 
tral office copy of the order in the bookkeeper's office and the original 
Invoice with the original order would be attached to the voucher and sent 
to the comptroller. As some time may elapse between the regristry of 
the invoice and the registry of the voucher, the total of all registered 
invoices would be debited to expenses, stores, construction, etc.,. and 
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credited to an "invoices payable" account on the general ledger. Thus 
a complete record of liabilities would be made as soon as Incurred, and 
corresponding: general ledger expense and asset accounts would be set 
up as a means of controlling the accuracy of subsidiary ledgers, the 
Journal entries being made from corresponding columns In the invoice re- 
gister. After entry in the invoice register, the invoices would be posted 
in the same general classification to the "stores" ledgers, the "expense" 
ledger, and the "property, construction and betterments" ledgers. In 
each of these ledgers the invoices would be entered under the proper 
general and sub-headings to give the detailed information required. 
At the end of each month the chief accountant would take off trial 
balances from these subsidiary ledgers and compare the trial balance 
totals with the accounts on the general ledger set up from the register 
totals as " stores — Arsenal," " stores — repair department," " expense," 
and "property, construction and betterments." 

Expense Ledger 

The expense ledger arranged under the general and sub-headings 
shown in Bxhibit "X" would receive its charges from the invoices just 
spoken of and from the journalized storekeeper's, stable, and repair shop 
reports mentioned later in this exhibit. Its object is to group expenses 
under appropriate headings, thus to obtain the true cost of maintaining 
or operating each park, playground, bath, comfort station, oflfice, build- 
ing or institution in the department. 

Property, Construction and Betterments Ledger 

The property construction and betterments ledger referred to above 
would be arranged to show the detail cost of each new piece of property 
or building, the original and present cost of park horses and rolling 
stock, the menagerie, etc. It will provide the department with a most 
necessary record, the absence of which has been severely felt in the past. 

Stores Ledger 

Stores ledger would be opened up in each storeroom. In these 
ledgers accounts would be kept for each item of supply or material. 
These accounts would be so arranged and classified that each item 
might be most quickly found by the storekeeper and most Intelligently 
arranged on his monthly report. As soon as a storekeeper has checked 
a receipt of material or supplies with the original order, the Invoice and 
the storekeeper's copy of the order, he would charge himself with the 
goods received in the proper account in his stores ledger, also recording 
therein the date, the order number, the quantity, the price and amount. 
He would then file the storekeeper's copy of the original order and his 
copy of the invoice in support of the entry. No entry of the receipt 
in any other book would be necessary. He would then certify the 
original order, as set forth in this exhibit, under "open market orders" 
and forward the same together with the duplicate and original invoices 
to the superintendent of supplies. On the delivery of stores to the 
various parks or offices on a storekeeper's requisition, he would credit him- 
self with the delivery in the proper account in the stores ledger from 
the requisition, stating the date, the requisition number, the quantity, 
the price and amount. The requisition would then be filed in numerical 
order In support of the credit entry. He would also extend the quan- 
tity distributed into one of the distribution columns headed to indicate 
the park or oflice division in which the supplies are to be used. At the 
end of each month he would foot the debits and credits In accounts 
that have been active during the month, prove the footings of the dis- 
tribution columns to the credit column and transfer the totals of sup- 
plies distributed as shown by the distribution columns to the store- 
keeper's report, described later in this exhibit. Each account in his 
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ledgrer would show at any time the actual amount of soods of that par- 
ticular kind in stock, which in turn would be proved by Inventory and 
trial balance; the trial balances total of stores ledger would be proved 
by the correspondinsr stores account in the general ledger posted through 
the general Journal from the Invoice register, and the report of the store- 
keeper. 

Repair Department 

If the repair foremen are able to describe their work on the daily 
report with enough accuracy and detail to enable the payroll clerks 
intelligently to charge the various expense accounts with the time, the 
present form of report may be used; otherwise the system of repair 
requisitions now installed in the department of street cleaning, which 
show the complete cost of each individual Job, should be introduced. 
To make this continuation . of the present reports possible, the weekly 
statement from the repair shops of material used should also contain 
such accurate information that intelligent charges of repair stores to 
expense may be made by the bookkeeper. For example, time or material 
reported as expended on park benches, settees, etc., which are being made 
for stock should be charged to the stores account for such benches, set- 
tees, etc., the same as would be done if there were articles purchased 
and charged directly from invoices. When the benches are requisitioned 
from the repair storekeeper for a particular park, the repair storekeeper 
will so report on his weekly statement of stores distributed, and a 
proper transfer will be made by the chief accountants from repair stores 
to expense. Other items would be similarly treated. 

Any overhead time such as supervision and idle time of the repair 
gangs, or time and material expended on repairs to the shops themselves, 
should first be charged to the repair department. This would be dis- 
tributed monthly to the ^various park aad office expense accounts, in the 
same proportion as the direct expense. 

Storekeeper's Report 

As before suggested, at the end of the month each storekeeper 
would transfer to his report the totals of material distributed to each 
branch of the service during that month. The title of each active stock 
would appear at the left, followed by the quantity, price and amount 
dispensed during the month. In the report form, columns are provided 
in which must be recorded, the quantity and amount distributed to 
each point, with the name of the locality in the heading. The total of 
this report would show the amount of stores distributed to each park 
or office, and would beconje the basis of a Journal entry to the general 
ledger crediting stores account and charging expense. This entry would 
give the bookkeeper totals to which the trial balances must prove. 

Expense Reports 

The bookkeeper would transfer the totals of the monthly charges 
shown on his expense ledger to an expense report. This (Exhibit "W") 
is so arranged as to collect the facts regarding each class of expense 
accounts on one sheet. For example, the report for park expenses is 
provided with eight columns, one column being used for each park 
division to be reported on. At the left t)f each page are listed the 
expense accounts in detail under such j^eneral heads as operative ex- 
pense, maintenance expense, etc. T*iese , reports may be used both 
as a trial balance and as information to the commissioner as to the 
total monthly expense of operating and maintaining each park and In- 
stitution in his department. The total column at the left will give 
the monthly total of all expenses. 

When it is considered that the forms submitted in Exhibit "W" 
cover not only parks but all playgrounds, baths, comfort stations, offices. 
buildings, institutions, etc., in' -fact every unit and function in the de- 
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partment. It will be readily seen of what value such a statement may 
prove either to the commissioner or to any one interested In this branch 
of the municipal service. 

Greenhouse Report 

All labor and material expended on the g^reenhouses would first be 
chargred to the grreenhouses in the expense ledger. At the end of each 
month the head gardener would report to the chief accountant the 
number and kind of plants distributed during the month from each 
greenhouse and the park or office to which they were distributed. These 
reports would be used as a basis for a Journal entry, from which the 
greenhouse cost would be distributed to the various park and office ex* 
-pense accounts in the expense ledger. 

Nureery Reports 

All labor and material expended on the two nurseries would first be 
charged to the respective nursery cost accounts in the expense ledger. 
Bach month the head arboriculturist would report to the chief accountant 
the number and kinds of trees and shrubs distributed monthly to the 
parks in which they were placed. These reports would be used as the 
basis of a journal entry, from which the nursery cost would be distri- 
buted to the various park expense accounts in the expense ledger. 

Stable Reports 

All labor and material expended on the two stables would first be 
charged to the respective stable cost accounts in the expense ledger. 
The time of drivers assigned permanently to each park or office would 
be charged directly to the park or office affected. At the end of the 
month, the stable foreman at 86th Street and the foreman in charge of 
the stable at the Harlem River Driveway would report to the chief ac- 
countant the number of horse days that the horses were assigned to 
the parks or offices in which they were used, which report would be 
used as a basis for a monthly Journal entry for the distribution of the 
monthly stable cost to the park and office expense accounts in the ex- 
pense ledger. 

Manure Pit Report 

All labor and material expended in hauling manure to the 79th Street 
yard, in the preparation of manure at that place for use as well as the 
labor cost of carting it to the various points where it is to be used, 
would first be charged by the bookkeeper to manure pit. Each month the 
foreman in charge at the pit would report to the chief accountant the 
amount of manure distributed during the* month to the place where it was 
used. The report would then be used as a basis of Journal entry credit- 
ing the manure pit cost and charging various expense accounts in the ex- 
pense ledger. 

Registers of "A" and "B'' Vouchers 

When invoices are ready to be vouched, the original invoice would 
be bound with the original order in a voucher Jacket and regristered in 
the register of "A" or "B" vouchers against the serial filing number; 
those vouchers chargeable against appropriations would be recorded in the 
register for "A" vouchers, and those chargeable against revenue bond 
funds or corporate stock accounts would be recorded in the register for 
"B" vouchers. The bookkeeper would also charge the amount of each 
voucher to the account affected In the appropriation or bond fund ledger. 
If the voucher be In payment of a contract or open market order he 
would enter the amount of the voucher in the order register on the 
line of the original order entry, showing the amount of the adjustment, 
if such were made, in the adjustment column; he would then enter the 
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amount of the order liquidated In the credit column in the contract and 
open market order reserve division of the ledgrer. At the end of the 
month the chief accountant would enter the monthly totals of the 
voucher regrlster in the ^neral ledger, charging Invoices and creditingr 
"A" audit vouchers or "B" audit vouchers as the case might be. As 
the "A" vouchers have been charged to individual appropriation accounts 
in the appropriation ledger, and the "B" vouchers are charged to the in- 
dividual accounts in the bond fund ledger, a second Journal entry would 
be made charging the "appropriation reserves" and "bond fund reserves" 
in the general ledger. The chief accountant would then have the con- 
trolling figures in his general ledger to which the totals of unexpended 
balances in the appropriation and bond fund ledgers would be proved. 
The duplicate invoice and the X:entral office copy of the order would be 
bound in a voucher Jacket and filed in the bookkeeper's office in support 
of entries in the voucher register. This office copy of the voucher would 
bear such information as to give any one auditing the accounts of the 
department sufficient proof of the correctness of the charge. For ex- 
ample, if supplies have been charged to a corporate stock account, 
the information on the voucher must be such as to prove conclusively 
that the stores invoiceisi or the expense invoices may be so charged. 

General Journal 

Through this book it would be well for the chief accountant to pass 
the monthly totals of the registers, although if he desires he may make 
the postings to his general ledger directly from the registers them- 
selves. This bQOk would contain all closing entries at the end of 
the year, and also such entries as have not been provided for in the re- 
gisters named, such as the entries to be made from monthly reports, etc. 

General Ledger 

In this ledger the chief accountant would maintain all the controlling 
accounts. By means of these accounts he would be able to hold the 
storekeepers responsible for the value of their stock on hand, and each 
sub-ledger bookkeeper responsible for the accuracy of his work. Before 
the bookkeepers have furnished him with the detailed trial balances from 
the lease and concessions receivable ledger, the expense ledger, the pro- 
perty construction and betterment ledger, appropriation ledger or bond 
fund ledger, the chief accountant by means of his controlling accounts 
will know the total of balances to which each must prove. . The only 
errors which may not be detected by him in the process of regular 
monthly closings would be transpositions between accounts in the same 
book. These errors would be detected by comparison of the trial bal- 
ances reported from the department of finance for such books as are kept 
at the central office. 
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Exhibit U 

^USNAL ENTRIES TO CLOSE SUGGESTED REGISTERS 

AND CASH BOOKS AND TO TRANSFER 

STOCK TO EXPENSES 



Number of 

book shown 

in Exhibit 

T. 1 



Debits 



Credits 



Income Accounts 



Concessions and leases re- 
ceivable 
Expense 



Cash 



City chamberlain 

Deposits — street openings, 

etc. 
Deposits — security for bids 



Income — concessions and 
leases — general fund 

Concessions and leases re- 
ceivable 

Concessions and leases re- 
ceivable 

Income — ^projection permits 
— general fund 

Income — sale of condemned 
property — general fund 

Income — .vault permits — 
sinking fund 

Income--43ale of animals, 
etc. — ^zoological fund 

Deposits — street openings, 
etc. 

Deposits — security for bids 



Cash 



Expenditure Accounts 



10 



11 



12 



Expense 



Expense (specific accounts 
— expense ledger) 



Expense (specific accounts 
— expense ledger; 



Expense (specific accounts 
— expense ledger) 



Expense (specific accounts 
— expense ledger) 



Contract and open market 
orders 
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Arsenal stores 
Repair stores 

Stable cost (expense ledger) 



Greenhouse cost (expense 
ledger) 



Nursery cost 
ledger 



(expense 



Manure pit cost (expense 
ledger) 



Reserve for contract and 
open market orders — 
appropriations 

Reserve for contract and 
open market orders- 
bond funds 



13 



14 



16 



16 



Contract and open market 
ordera 



Reserve for contract and 

open market orders — 

appropriations 
Reserve for contract and 

open market orders — 

bond funds 



and 



Reserve for contract and 

open market orders — 

appropriations 
Reserve for contract and 

open market orders— 

bond funds 



Repair stores 
Arsenal stores 
Expense 

Property, construction, and 
betterments 



Invoices — stores 

Invoices— expense 

Invoices — property, con- 
struction and better- 
ments 



and 



Reserve for appropriations 



Invoices — stores 

Invoices — expense 

Invoices — property, con- 
struction and better- 
ments 



Contract and open market 
orders 



Invoices — stores 

Invoices — expense 

Invoices — property, con- 
struction and better- 
ments 



Audited "A" vouchers 

I 

' Budget allowance 

Audited "B** voirohers 



and 



Bond funds available 



Reserve for bond funds 
available 
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Exhibit V 
SUGGESTED FOBBIS 

Supplementary to the list and description of records contained herein* 
there were drafts of forms submitted to the commissioner, as follows: 

Forms 

1 Requisitions for purchases 

2 Requisitions on storekeepers 

3 Contract and open market orders 

4 Storekeepers' reports 

Registers 
Income 

1 Cash receipts regrister 

2 Cash disbursements regrister 

3 Lease and concession regrister 

Expenditure 

4 Contract regrister 

5 Order regrister — contract and open market 

6 Invoice regrister 

7 Regrister of "A" vouchers 

8 Regrister of "B" vouchers 



Subsidiary Ledgers 



1 Contract ledger 

2 Expense ledger 

3 Stock ledgrer 

4 Appropriation ledger 

5 Corporate stock and revenue bond fund ledgers 



Exhibit W 

F0SII9B OF EXPENSE SUBOIABIES PROPOSED BY THE 

BUREAU OF MUNICIPAL RESEARCH TO BE 

USED FOR A MONTHLY REPORT 

To the end that the commissioner may have before him monthly a 
summary of the expenses of the department, the following list of forms 
for reporting is submitted: 

1 Administrative office 

2 General maintenance of parks and care of trees in city streets 
8 Playgrounds and gymnasiums 

4 Bathhouses and comfort stations 

5 Buildings and miscellaneous departments 

6 Museums 

7 Stables and manure pit 

8 Nurseries and greenhouses 

9 Repair shops 
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Exhibit X 

DETAILED EXPENSE ANALYSIS TO BE USED IN THE 
PBEPARATION OF AN EXPENSE LEDOES 

G«ntz«l Administration — Park Board 

Salaries and wages 
Commissioners 
Secretary 

Landscape architect 
Sundry employees 
Office expenses 

Furniture and fittings — repairs and renewals 
Supplies 

Postage 

Press clippings 

Periodicals and magazines 

Books, atlases and maps 

Towel service 
Miscellaneous 

Telephone 
General expenses 
Carfares 
Stable expenses 
Horses, carriages and harness 

Administration — ^Manliattan and Xiohmond 

Commissioner's office 
Salaries and wages 
Secretaries 
Clerks 

Stenographers, messengers, telephone operators and laborers 
Office expenses 

Furniture and fittings — repairs and renewals 
Supplies 
Postage 
Press clippings 
Periodicals and magazines 
Books, atlases and maps 
Towel service 
Miscellaneous 

Engineering supplies 
Drawing materials 
Greenhouse (cost) 
Telephone 
General expense . 
Carfares 
Stable (cost) 

Horses, carriages and harness 
Office of superintendent of parks 
Salaries and wages 
Superintendent 

Assistant superintendents and general foremen 
Clerks 

Statistician and inspectors 
Laborers 
Office expenses 

(Same a^ commissioner's office) 
General expenses 

(Same as commissioner's office) 
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Office of chief engineer 
Salaries and wages 

Chief engineer 

Assistants 

Engineers and draughtsman 

Inspectors 

Stenographer 
Office expenses 

(Same as commissioner's office) 
General expenses 

(Same as commissioner's office) 
Architect's office 

Salaries and wages 

Architect 

Assistants 
Office expenses 

(Same as commissioner's office) 
General expenses 

(Same as commissioner's office) 
Office of superintendent of supplies 
Salaries and wages 

Superintendent 

Purchasing agent 

Inspectors 

Storekeepers and assistant 

Clerks 

Laborers 

Payroll clerks 
Office expenses 

(Same as commissioner's office) 
General expenses 

(Same as commissioner's office) 
Office of bookkeeper 
Salaries and wages 

Chief bookkeeper 

Clerk 
Office expenses 

(Same as commissioner's office) 
General expenses 

(Same as commissioner's office) 
Office of meteorologist 
Salaries and wages 

Meteorologist 

Assistant 

Clerk 
Office expenses 

(Same els commissioner's office) 
General expenses 

(Same as commissioner's office) 

Oeneral Maintenance of Parks and Care of Trees in City Streets 

The parks referred to under this heading are as follows: 

Silver Lake Park, Port Richmond, S. I., Stapleton, S. L, Battery 
Park, Bowling Green, Jeannette Park, City Hall Park, Duane St. 
Park, Beach St. Park, Mulberry Bend Park, Paradise Park, Triangle, 
Worth and Baxter Streets, William H. Seward Park, Rutgers Park, 
Corlear's Hook Park, Grand St. Park, Hamilton Fish Park, Tomp- 
kins Square, Cooper Park, Canal St. Park, Hudson Park, Christopher 
St. Park, Abingdon Square, Jackson Square, Washington Square, 
Union Square, Stuyvesant Square, East 17th St. Park, Madison 
Square, Chelsea Park, Greeley Square, Herald Square Park, St. 
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Oabriel's Park, Ryan Park, Park Ave. Parks, 34th to 40th Streets* 
Bryant Park, De Witt Clinton Park, Central Park 1st Section, Cen- 
tral Park 2nd Section, Central Park 3rd Section, Central Park 4th 
Section, Central Park 5th Section, Central Park 6th Section, Cen* 
tral Park 7th Section, Riverside Park 1st Section, Riverside Park 
2nd Section, Riverside Park 3rd Section, Empire Park South, Em- 
pire Park North, Sherman Square, West End Ave. North of 70th 
St., Seventy-second St. West, Triangle. Broadway and 73rd St., 
Manhattan Square, 77th St. and Central Park West, Blghty-sixth 
St. West, Ninety-sixth St. West, Triangrle, Broadway and 106th St., 
Fifth Ave., 59th to 110th St., Park Ave. Parks, 66th to 96th Sts.. 
John Jay Park, East River Park, Thos. Jefferson Park, Mornlngslde 
Park, Triangle, Manhattan Ave. and 114th St., Triangle, Seventh 
Ave. and 117th St., Hancock Square, Mt. Morris Park, St. Nicho- 
las Park (old), St. Nicholas Park (new). Triangle, Broadway and 
137th St., Triangle, St. Nicholas Ave. and 136th St., Triangle, St. 
Nicholas Ave. and 149th St., Colonial Park, Harlem Lane Park, Tri- 
angle, Edgecomb Ave. and 155th St., Harlem River Driveway, High 
Bridge Park, High Bridge Extension, Washington Bridge Park, Fort 
George Park, Fort Washington Park, Cathedral Parkway, One Hun- 
dred and Twenty-second Street to Amsterdam Avenue, Kllpatrlck 
Park, Jasper Oval Park. 
Each park appearing above would be shown on the expense ledger 
under the following headings: 
Maintenance 

Specific charges 
Buildings 
Labor 

Materials and supplies 
Furniture and fixtures 
Labor 

Materials and purchases 
Walks 

Labor 
Materials 
Drives and roadways 
Labor 
Materials 
Lawns, flowerbeds, etc. 
Labor 

Gardeners 
Laborers 
Materials and purchases 
Greenhouse (cost) 
Manure and fertilizers purchased 
Manure pit (cost) 
Sod and mould 
Sand and loam 
Trees and shrubs 
Labor 

Pruning and planting 
Spraying 
Materials and purchases 

Manure and fertilizers purchased 
Manure pit (cost) 
Nursery (cost) 
Snow removal 
Labor 
Materials 
Tools and implements 
Labor 
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Materials (repairs) 

Tools condemned 
General charges 
General work 
Foreman 
Laborers 
Drivers 
Stable (cost) 

Hired teams and carts, road machines and rollers 
Fuel (section houses, etc.) 
Music 

PlaygTonnds and Oynmailiiiiui 

The playgrounds and srymnasium referred to under this heading: are 
as follows: 

Corlear's Hook Park, Wm. H. Seward Park, Hamilton Fish Park, 
Tompkins Square Park, Stuyvesant Park, Hudson Park, East 17th 
St. Park, St. Gabriel's Park, De Witt Clinton Park, John Jay Park, 
East River Park, Thomas Jefferson Park. 
Each playground and grymnasium appearing above would be shown 
on the expense ledger under the following headings: 
Operation 
Labor 

Attendants 
Laborers 
Supplies 
Fuel 

Janitor's supplies 
Toilet paper 
Disinfectants 
Drugs and medicines 
Miscellaneous 
Maintenance 
Buildings 
Labor 
Materials 
Furniture SLnd fixtures 
Labor 
Materials 
Apparatus and sporting goods 
Labor 

Materials (for repairs) 
Purchases 

Btkth Houses and Comfort Stations 

The baths and comfort stations referred to under this heading are as 
follows: 
Baths: 

William H. Seward Park, De Witt Clinton Park, Thomas Jefferson 

Park. 

Comfort stations: 

Battery Park,' City Hall Park, Corlear's Hook Park, Mulberry Bend 
Park, Greeley Square Park, William H. Seward Park, Rutgers Park, 
Hamilton Fish Park, Union Square Park, Washington Square Park, 
Stuyvesant Square Park, Cooper Square Park, East 17th Street 
Park, Tompkins Square Park, Hudson Park, Bryant Park, Madison 
Square Park, St Gabriel's Park, De Witt Clinton Park, Central 
Park 1st section. Central Park 2nd section. Central Park Srd section. 
Central Park 4th section. Central Park 6th section, Central Park 
6th section. Central Park 7th section. Riverside Parkway Ist sec- 
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tion. Riverside Parkway 2nd section. Riverside Parkway 3rd sec- 
tion, Morningside Park, Jumel Mansion, John Jay Park, Mt. Morris 
Park, Thomaa Jefferson Park, Harlem River Driveway. 
Each bath and comfort station appearing above would be shown on 
the expense ledger under the following headings: 
Operation 
Labor 

Attendants 
Cleaners 

Engineer and fireman 
Laborers 
Supplies 
Fuel 

Janitor's supplies 
Toilet paper 
Disinfectants 
Soap and cleansers 
Towel service 
Miscellaneous 
Maintenance 
Buildings 
Labor 
Materials 
Furniture and fixtures 
Labor 

Materials (repairs) 
Purchases 

OJIloe Buildings and Institutions 

The buildings and institutions referred to under this heading are as 
follows: 

Administration, Jumel Mansion, Grant's Tomb, entomological labor- 
atory, conservatories, zoological department, children's school farm, 
97th Street yard. 
Each building and institution appearing above would be shown on 
the expense ledger under the following headings: 
Operation 

Salaries and wages 

Director, superintendent or administrative head 
Curators and custodians 
Foremen 

Engineers' and firemen 
Laborers and cleaners 
Special laborers 
Entomologist 
Gardeners 
Keepers 
Attendants 
Drivers 
Supplies 
Fuel 

Janitor's supplies 
Disinfectants 
Sundries 
Drugs and medicines 
Food for animals and birds 
Forage 

Miscellaneous 
General expense 
Carfare 
Sundries 
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Maintenance 

Buildlnsrs 

Ijal>or 

Materials 
Furniture and fixtures 

Labor 

Materials 
Tools and implements 

Labor 

Materials 

Tools comdemned 
Trees and shrubs 

Labor 

Materials 

Nursery (cost) 
Moss, earth, etc. 
Plants, seeds and bulbs 

Labor 

Materials 

Greenhouse (cost) 
Moss, earth, etc. 
Collections 

Animals 

Birds 

Reptiles 

Xusenms 

The museums referred to under this heading: are as follows: 
Aquarium, American Museum of Natural History, Metropolitan 
Museum of Art. 
Each museum appearing: above would be shown under the following 
headings: 

Operation 

Salaries and wages 
Director 
Technical staff 
Attendants 
Supplies 
Fuel 

Electricity 
Janitor's supplies 
Toilet paper 
Soap and cleansers 
Disinfectants 
Towel service 
Drugs and medicines 
Food for fishes 
Dry goods 
Office supplies 
Elevator supplies 
Mechanical supplies 
Telephone 
Carfares 
Maintenance 
Buildings 
Labor 
Materials 
Furniture and fixtures 
Labor 
Materials 
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Elevators 

Labor 

Materials 
Machinery and tools 

Materials 

Labor 
Collections and exhibits 

Fish 

Sundries 

Stabl««, xrnrserles, GreenhonsM, Mannr* Pit and B«pair Departmant 

The expense charges to stables, greenhouses and nurseries, repair 
shops and manure pit should be set up in a portion of the expense 
ledger by themselves, where they would be treated in the same manner 
as stores accounts until transferred to park or office expenses, as de- 
scribed in Exhibit T. 

Each stable (86th St. and Harlem River Driveway) would be shown 
on the expense ledger under the following headings: 
Operatioil 

Salaries and wages 
Foremen 
Hostlers 
Stablemen 
Supplies 

Forage and bedding 
Blankets and robes 
Fuel 

Drugs and medicines 
Harness supplies 
Stable supplies 
General expense 

Telephone service 
Horseshoeing 
Veterinary services 
Maintenance 
Buildings 
Labor 
Materials 
Furniture and fittings 
Materials 
Labor 
Harness 
Labor 
Materials 
Rolling stock 
Labor 
Materials 
Horses 
Each nursery (65th St. and Riverside Drive and each greenhouse 
(105th St.. and 65th St.) would be shown on the expense ledger, under 
the following headings: < 

Operation 

Salaries and wages 

Head gardener or arboriculturist 
Foreman 

Gardeners or arboriculturists 
Engineers and firemen 
Drivers 
Laborers 
Supplies and materials 
Fuel 
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Seeds, bulbs and plants 
Trees and shrubs 
Moss and sod 
Flowerpots 

Manure and fertilizers purchased 
Manure pit (cost) 
Miscellaneous 
Maintenance 
Buildings 
Labor 
Materials 
Furniture and fixtures 
Labor 
Materials 
Tools and implements 
Labor 
Materials 
Each repair shop (carpenters', plumbers', painters', wheelwrights', 
mechanics', riggers', masons', leather repairers') and each building in 
which repair shops are located (86th St. shop, 86th St. stable and 79th 
St. yard) would be shown In the expense ledger under the following head- 
ings: 

Operation 

Salaries and wages 
Foremen 
Workmen 
Helpers 

Engineers and firemen 
Clerks 
Supplies 
Fuel 

Oil and waste 
Mechanical supplies 
Maintenance 
Buildings 
Labor 
Materials 
Furniture and fixtures 
Labor 
Materials 
Machinery 
Labor 
Materials 
Engine and boilers 
Labor 
Materials 
Tools and implements 
Labor 
Materials 
The cost of the manure pit (97th St.) would be shown in the expense 
ledger under the following headings: 
Operation 

Salaries and wages 
Foremen 
Laborers 
Drivers 
Supplies 

Sundries 
Maintenance 
Labor 
Materials 

146 



Exhilit Y 

SEPOBT ON THE ACCOUNTINO SYSTEM AND PBOCED- 
UBE OF THE DEPARTMENT OF PARKS, BOROUGHS 
OF MANHATTAN AND RICHMOND, RENDER- 
ED BY THEODORE KOEHLER, C. P. A., 
DECEMBER, 28, 1905, AT THE 
REQUEST OF COMMISSIONER 
SAMUEL PARSONS, JR. 

This report, on file in the department since 1905, though 
general in nature, calls attention to serious conditions exist- 
ing in the department at that time which should have received 
prompt administrative attention. Many of the conditions de- 
scribed by Mr. Koehler have not yet been remedied. Those 
portions of the report that bear especially on the findings of 
the Bureau of Municipal Research have been underscored for 
the puiposes of this exhibit. 

THEO. KOEHLER ^ 

Certified Public Accountant 
University of the State of New York 
Telephone 
3054 Madison Square 

St. James Building 
1135 Broadway 

New York, 28th December, 1905. 

SAMUEL PARSONS, Jr., Esq., 

Commissioner of Parks, 

Boroughs of Manhattan and Richmond, 
New York City. 

Sir : I have the honor to transmit herein my report on the 
several specific subjects of inquiry outlined in the following 
letter of instruction, viz.: 

December 14, 1905. 
Theodore Koehler, Esq., C.P.A., 
1135 Broadway, City. 
Dear Sir: 

In confirmation of my recent conversation with you, 
relative to the revision of the bookkeeping or accounting 
system of this Department, in the Boroughs of Manhattan 
and Richmond, I desire to engage your services as pro- 
fessional accountant to make such examination of the 
accounting methods and procedure at present employed 
in the Department as will enable you to report to me your 
findings and conclusions touching the practicability and 
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extent of a thorough revision of the system upon the lines 
which I have explained to you, and as I may further indi- 
cate, with a view to keeping the current Park accounts, 
and records relative thereto. In such a manner as will 
clearly reflect the Department's resources, obligations and 
activities, and provide ready information concerning all , 
significant totals and essential details useful in the intel- 
ligent and scientific administration of its affairs. 

Tour compensation to be at the prevailing rate for pro- 
fessional accounting work, not exceeding the sum of Two 
Hundred and Fifty Dollars ($250). 

Respectfully, 
(Signed) SAM'L. PARSONS, Jr., 
Commissioner of Parks, 
Boroughs of Manhattan and Richmond. 

In accordance therefore with your request I have, during 
the time intervening between the date of the above letter and 
that of this Eeport, made an examination of the books and 
forms now in use by the Department of Parks, and have carer 
fully noted the method governing their conduct, and the pro- 
cedure, which taken in conjunction therewith, constitutes the 
present system of accounts in operation by this Department of 
the City Government. 

In the first place it is in order to state that the manner in 
which the Park records are now kept, and the form which they 
consequently assume could not, from an acc ounting standpoint, 
be properly dignified by the term ^* System,'' as few of the at- 
tributes which commonly attach to this term are to be recog- 
nized in the paucity of information and general disorganiza- 
tion which characterizes the Park accounts. The utter dis- 
regard of double entry, — ^the repeated writing of the same 
work over and over again without developing any further 
facts, either by synthethis or an alysis, — and the limitation of 
results to the b are necessitie s of accounting for appropriation 
and bond credits, or, the meeti ng of the few exactions of the 
Comptroller's office, — stamps th e whole effort as pitifully crude 
and for the most part, misdirected energy. 

It would not be fair to make such a merciless character- 
ization of the system now being followed in good faith and, in 
all probability, vdth conscientious effort by your bookkeepers, 
without justifying my criticism by pointing out more specific 
and obvious defects and instances of unscientific expedient; 
and, before entering therefore upon the subject of remedies, 
I will direct attention to those features and conditions which 
militate against the efficiency of the accounts as now con- 
ducted, and which, unless corrected, vdll prove a permanent 
barrier to any adequate or practical results. 
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These books are conducted in such a manner as to be 
practically repetitions of the same work and but little in- 
genuity would be required to reduce the labor expended upon voucher Book 
them to one-half.* 

The record book is peculiarly awkward in that it necessi- 
tates the constant entry of item s out of al l seq ue nce and order, 
and in consequence precludes consecuti ve editions. The pri- 
mary motive of this book, which is to register unaudited requi- 
sitions in their first estimated amounts as a check to overdraw- 
ing appropriations, is defeated in its very purpose by the con- 
stant cancellation and alteration of the figures originally en- 
tered; instead of there being a systematic qualification of the 
amounts by increase and decrease entries properly earmarked 
to the items affected. The book therefore displays much un- 
availing effort and very indifferent utility. 

The voucher register is an exhibition of columnizing run 
mad. Seventy-nine (79) columns occupying seven (7) pages 
are used to distribute less than fifty (50) items or the contents 
of one controlling column. If this practice was employed by 
the Comptroller on the General Appropriation Ledger of the 
City it would require about twenty-six hundred (2600) columns 
to distribute each page of warrants registered. The result is 
that most of the columns are blank, and, where entries occur, 
one or two is the maximum that appears on any page. This 
most outre book is the result of an effort to accomplish two 
diametrically opposite processes in the same volume, — ^namely, 
a chronological registration of vouchers in numerical sequence ; 
and their allocation under the captions of all the specific and 
separate appropriation accounts affected. 

The audit book is a repetition of the voucher register in 
all its absurd details, differing in that it deals only with the 
aggregate of each audit sheet transmitted to the department 
of finance. These audit sheets, instead of being counterfoils 
of the schedules of vouchers and so simultaneously produced as 
a carbon copy with one writing, are separate forms necessitat- 
ing a complete duplication of the work. 

It req uires but a glance at the general ledger to observe 
that it belies its name and is in the main little more than an- General i^edarcr 
other fo rm of the record book. No complementary nominal, 
or controlling accounts are maintained and consequently the 
ledger can Lever balance; but stops short at simply showing 
unexpended balances on appropriation or bond accounts, with 
incidentally, a few memorandum accounts of receipts of mis- 
cellaneous revenue and their transfer to the city chamberlain. 

• The manner of conductlngr these books is the same to-day as It 
was when the "Koehler" report was written. 
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It is true that some apparently double entry items are attempt- 
ed, as, for instance, the annual charge of appropriation against 
the specific credits; yet, while the subsequent credit accounts 
are reduced and ultimately liquidated by vouchers charged 
thereto, the total appropriation is not correspondingly dimin- 
ished, but stands in the full original amount in perpetuity. 
There is, f urtherm ore, no journal or proper posting medium 
to this volum e, a nd the park d epartment is practically without 
any book which approaches in character the most rudimen- 



tary requirements o f a ledger, while it is unnecessa ry to say 
that such a condition would not be tolerated even in a com- 
mercial institution of the least importance. 

The rent ledger, so called, is a book that contains only 
credits for rents received, grouped under lessee's names, and 
conducted evidently under the theory that it was enough to 
account for what is received, while what is defaulted in — is 
best forgotten. 

The bill ledger is a classification of vouchers under the 
names of the several contractors or vendors, and, while being 
no doubt a useful record so far as it goes, would be vastly more 
so, if a corresponding classification of the kind of goods, or 
nature of services furnished was also maintained. But like 
all the other books, it displays the maximum amount of work 
with the minimum results in the way of information, and is 
written up directly from the document without any attempt at 
a posting medium or double entry proof of accuracy, the 
various duplications of work being played against each other 
as the only means of proving their correctness. 

The cash book is a chronological record of receipts from 
licenses and other sources of miscellaneous revenue, and, to be 
consistent with the prevailing system, stops short at the barest 
necessities, — ^failing totally to distinguish the income from the 
several boroughs, or to give any further information than can 
be picked off the comptroller's books from the account current, 
except in so far as it serves as a posting medium to the rent 
ledger or receipt account in the general ledger. 

The statement book is a monthly abstract of the cash book 
treating only with receipts from licenses set against the names 
of the parties who hold them, being in fact similar in intention 
to the rent ledger, which deals in approximately the same man- 
ner with lessees. 

A review of the payrolls, and the related forms upon which 
the data is collated for their compilation, is — ^with respect to 
the latter — a most incongruous exhibit of an effort at concen- 
tration. The payroll forms themselves are of course manda- 
tory and conform to the requirements of the city paymaster's 
office ; but, the auxiliary blanks upon which the time and wages 
of the men are collated and condensed, could unquestionably 
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undergo much advantageous revision, so as to furnish at the 
same time the facts upon which a scientific classification of 
labor could be effected, — expressed in proper accounts, — and 
so articulated with the appropriation account as to bring it 
under the test of double entry. 

It would be possible to go on and write indefinitely of the 
lack of general relationship, structural coherency, and primary 
articulation which forces itself upon the attention at every 
turn in reviewing the present methods. But what has been 
said is sufficient to show that the ground has been carefully 
looked over and that the criticism of the system which I have 
made at the outset is warranted by facts. 

The underlying elements which constitute the basis of the 
accounts are but imperf ectly reflected in the classification of 
the appropriation or budget and but very generally stated in 
the titles of the bond and revenue bond funds. While at 
present this very broad classification of expenditure answers 
the immediate demand of the department of finance and af- 
fords a scheme for allocating payments on the department's 
books parallel with those on the comptroller's ledger, it is an 
entirely inadequate classification for the department's own 
purposes; and it is of the greatest importance that a further 
amplification or analysis of the present totals, — better express- 
ing the action of the department along characteristic lines, 
be carefully and_scientifically prov ided for — ^not only w ith re- 
spect to its financial transactions, but also with respect to those 
physical statistics — concerning which you have expressed a 
need for the better direction of certain features of park work. 

So far as the remedy rests upon the science of accounts, 
and the accounting expedient which may be effectively em- 
ployed in currently recording the activities of the department, 
and in order to readily deduce from such current records not 
only all material facts necessary to properly co-ordinate the 
department's accounts with those of the comptroller but also 
those of peculiar interest and value to the administration of 
the department's affairs — ^which are at present guided, if at 
all, solely by the blindes t species of dead reckoning — it would 
be only a matter of suitable arrangement with a competent 
professional accountant, who would be vested with sufficient 
authority and latitude to enter upon his work untrammeled 
by clerical jealousies and obstructions and free from political 
infiuences and interference. 

Until the park board, however, is permitted to take the 
initiative without running the gamut of the civil service bu- 
reau, the comptroller's newspaper experts, and other executive 
deputies to whom such matters are usually referred, there is 
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little prospect that any really advantageous change can be 
made for the reason that, of all the subjects that come before 
them for consideration, accountancy seems to meet with the 
least intelligent appreciation ; and, however well intended their 
desire may be to assign such function to the commissioner of 
accounts, or the comptroller's accountants, and so keep it and 
its perquisites within the oflScial circle, it is nevertheless that 
very policy — coupled with innocent indifference to the real 
importance of the undertaking — ^that has stood in the way of 
successful achievement. 

The practicability therefore of effecting a revision of the 
accounts that would realize all the objects in your letter is 
well within scientific possibilities, as the problems which arise 
in the adaptation of accounting science to both the financial 
record and physical statistics are in no sense unsurmountable 
if concentrated attention and reasonable skill are brought to 
bear upon their solution. But the fact cannot be ignored that 
the present depl orable condition has continued despite the at- 
tention of both the commissioner of accounts and the comptrol- 
ler having been r epeatedly called to it. 

In view of the numerous important matters that now en- 
gage the attention and monopolize the time of both the com- 
missioners of accounts and the comptroller's experts it is only 
reasonable to infer that until a personal assignment of the 
work under special provisions is directly and positively made 
under auspices that make for bona fide improvement, it will 
be futile to work for any substantial relief. 

In conclusion I would remark that a very substantial sav- 
ing in the outlay of city money and pronounced improvement 
in the results attained, would surely follow a thorough revision 
of the park acco unts and reorganization of its working pro- 
cedure in the l i ght of the intelligence which such accounts 
would afford ; and it is, therefore, to be hoped that the demands 
for improvement which you have so persistently and ably 
made, and the plan to overcome the inertia and red tape by 
asking for a special authority to enter upon such an undertak- 
ing, will be either recognized in its true import, and facilitated 
by the comptroller, or special legislation be invoked to enable 
you to accomplish your purpose. 

Tours faithfully, 

(Signed) Theo. Koehler, 
Certified Public Accountant, University of the State of New 
York. 
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